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Summary 
This ERP system is based on ERP, and this manual is for the staff who has user access to ERP, and guideline of ERP user’ s 
operation. 
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Introduction 


INTRODUCTION 


Man Energy apply ERP system based on ERP which is a full-featured business management solution that helps SMEs to record all their business 
transactions in a single system. With this ERP, SMEs can make informed, fact-based, timely decisions to remain ahead of the competition. It 
serves as the backbone of a business adding strength, transparency, and control to your growing enterprise. 

ERP will help you to: 


Track all invoices and payments. 


2. | Know what quantity of which product is available in stock. 

3. dentify and track your key performance indicators (KPIs). 

4. dentify open customer queries. 

5. Manage employee payroll. 

6. — Assign tasks and follow up on them. 

7. Maintain a database of all your customers, suppliers, and contacts. 
8. Prepare quotations. 

9. Track your budgets and spending. 

10. Determine effective selling price based on the actual raw material, machinery, and effort cost. 
11. Get reminders on maintenance schedules. 

12. Publish your website. 


And a ton more. 


Before you start managing your Operations in ERP, you must first become familiar with the system and the terms used. You should know: 
e@ — Read the Manual 
@ Create user account in ERP system 
e@ Create your first Customer, Supplier and Item. Add a few more so you get familiar with them. 
e@ Create Customer Groups, Item Groups, Warehouses, Supplier Groups, so that you can classify your Items. 
@ Complete a standard sales cycle - Lead > Opportunity > Quotation > Sales Order > Delivery Note > Sales Invoice > Payment 
(Journal Entry) 
e Complete a standard purchase cycle - Material Request > Purchase Order > Purchase Receipt > Payment (Journal Entry). 


@ Complete a manufacturing cycle (if applicable) - BOM > Production Planning Tool > Work Order > Material Issue 
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FLOW CHART 


below: 
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| Timesheet 


Master 
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BOMS 


Site Engineer 


Customer 


Lead Assignment 


Sales manager / 
Sales user 


Flow Chart in this ERP is very basic scenario but very important in integrating business operation with ERP system, which is as 
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Note: Only features linked to Accounting 
module are added in the HR module 


Journal Entry 


Master 


Chart of Cost Center 


MAN ENERGY 


=13.= 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


~jyur 


CONCEPTS AND TERMS 


Before you start implementation, lets get familiar with the terminology that is used and some basic concepts in ERP. 


1) Basic Concepts_ 

Company_ 

This represents the Company records for which ERP is setup. With this same setup, you can create multiple Company records, each 
representing a different legal entity. The accounting for each Company will be different, but they will share the Customer, Supplier and Item 
records. 

Setup > Company 

Customer_ 

Represents a customer. A Customer can be an individual or an organization. You can create multiple Contacts and Addresses for each 
Customer. 

Selling > Customer 

Supplier_ 

Represents a supplier of goods or services. Your telephone company is a Supplier, so is your raw materials Supplier. Again, a Supplier can be 
an individual or an organization and has multiple Contacts and Addresses. 

Buying > Supplier 

Item_ 

A Product, sub-product or Service that is either bought, sold or manufactured and is uniquely identified. 

Stock > Item 

Account_ 

An Account is a heading under which financial and business transactions are carried on. Examples of accounts are "Debtors", "Creditors", "VAT 
Payable", “Travel Expenses” , "Sales", "Share Capital", etc. ERP keeps track of your customers’ and suppliers’ balances in the background, so 
you don't need to create dedicated Accounts for them. 

Accounting > Chart of Accounts 

Address_ 

An address represents location details of a customer or Supplier. These can be of different locations such as Head Office, Factory, Warehouse, 
Shop etc. 

Selling > Address 

Contact_ 

An individual Contact belongs to a customer or Supplier or is just an independent. A Contact has a name and contact details like email and 
phone number. 

Selling > Contact 

Communication_ 

A list of all Communication with a Contact or Lead. All emails sent from the system are added to the Communication table. 

Support > Communication 

Price List_ 

A Price List is a place where different rate plans can be stored. It’ samname you give to a set of Item Prices stored under a particular List. 
Selling > Price List 


Buying > Price List 


2) Accounting_ 


Fiscal Year_ 
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Represents a Financial Year or Accounting Year. You can operate multiple Fiscal Years at the same time. Each Fiscal Year has a start date and 


an end date and transactions can only be recorded in this period. When you “close” a fiscal year, it's balances are transferred as “opening” 
balances for the next fiscal year. 

Setup > Company > Fiscal Year 

Cost Center. 

A Cost Center is like an Account, but the only difference is that its structure represents your business more closely than Accounts. For example, 
in your Chart of Accounts, you can separate your expenses by its type (i.e., travel, marketing, etc.). In your Chart of Cost Centers, you can 
separate them by product line or business group (e.g., online sales, retail sales, etc.). 

Accounting > Chart of Cost Centers 

Journal Entry 

A document that contains General Ledger (GL) entries and the sum of Debits and Credits of those entries is the same. In ERP you can update 
Payments, Returns, etc., using Journal Entries. 

Accounting > Journal Entry 

Sales Invoice_ 

A bill sent to Customers for delivery of Items (goods or services). 

Accounting > Sales Invoice 

Purchase Invoice_ 

A bill sent by a Supplier for delivery of Items (goods or services). 

Accounting > Purchase Invoice 

Currency_ 

ERP allows you to book transactions in multiple currencies. There is only one currency for your book of accounts though. While posting your 
Invoices with payments in different currencies, the amount is converted to the default currency by the specified conversion rate. 


Setup > Currency 


3) Selling_ 

Customer Group_ 

A classification of Customers, usually based on market segment. 

Selling > Setup > Customer Group 

Lead_ 

A person who could be a future source of business. A Lead may generate Opportunities. (from: “may lead to a sale” ). 

CRM > Lead 

Opportunity_ 

A potential sale. (from: “opportunity for a business”). 

CRM > Opportunity 

Quotation_ 

Customer's request to price an item or service. 

Selling > Quotation 

Sales Order_ 

A note confirming the terms of delivery and price of an Item (product or service) by the Customer. Deliveries, Work Orders and Invoices are 
made on basis of Sales Orders. 

Selling > Sales Order 

Territory 

A geographical area classification for sales management. You can set targets for Territories and each sale is linked to a Territory. 


Selling > Setup > Territory 
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A third-party distributer / dealer / affiliate / commission agent who sells the company’ s products usually for a commission. 


Sales Partner_ 


Selling > Setup > Sales Partner 
Sales Person_ 
Someone who pitches to the Customer and closes deals. You can set targets for Sales Persons and tag them in transactions. 


Selling > Setup > Sales Person 


4) Buying_ 

Purchase Order_ 

A contract given to a Supplier to deliver the specified Items at the specified cost, quantity, dates and other terms. 
Buying > Purchase Order 

Material Request_ 

A request made by a system User, or automatically generated by ERP based on reorder level or projected quantity in Production Plan for 
purchasing a set of Items. 

Buying > Material Request 

Stock (Inventory) 

Warehouse_ 

A logical Warehouse against which stock entries are made. 

Stock > Warehouse 

Stock Entry_ 

Material transfer from a Warehouse, to a Warehouse or from one Warehouse to another. 

Stock > Stock Entry 

Delivery Note_ 

A list of Items with quantities for shipment. A Delivery Note will reduce the stock of Items for the Warehouse from where you ship. A Delivery 
Note is usually made against a Sales Order. 

Stock > Delivery Note 

Purchase Receipt_ 

A note stating that a particular set of Items were received from the Supplier, most likely against a Purchase Order. 
Stock > Purchase Receipt 

Serial Number_ 

A unique number given to a particular unit of an Item. 

Stock > Serial Number 

Batch_ 

A number given to a group of units of a particular Item that may be purchased or manufactured in a group. 

Stock > Batch 

Stock Ledger Entry_ 

A unified table for all material movement from one warehouse to another. This is the table that is updated when a Stock Entry, Delivery Note, 
Purchase Receipt, and Sales Invoice (POS) is made. 

Stock Reconciliation_ 

Update Stock of multiple Items from a spreadsheet (CSV) file. 

Stock > Stock Reconciliation 

Quality Inspection_ 

A note prepared to record certain parameters of an Item at the time of Receipt from Supplier, or Delivery to Customer. 


Stock > Quality Inspection 
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Item Group_ 

A Classification of Item. 

Stock > Setup > Item Group 

Human Resource Management_ 

Employee_ 

Record of a person who has been in present or past, in the employment of the company. 

Human Resources > Employee 

Leave Application_ 

A record of an approved or rejected request for leave. 

Human Resource > Leave Application 

Leave Type_ 

A type of leave (e.g., Sick Leave, Maternity Leave, etc.). 

Human Resource > Leave and Attendance > Leave Type 

Payroll Entry_ 

A tool that helps in creation of multiple Salary Slips for Employees. 

Human Resource > Payroll Entry 

Salary Slip_ 

A record of the monthly salary given to an Employee. 

Human Resource > Salary Slip 

Salary Structure_ 

A template identifying all the components of an Employees’ salary (earnings), tax and other social security deductions. 
Human Resource > Salary and Payroll > Salary Structure 

Appraisal_ 

A record of the performance of an Employee over a specified period based on certain parameters. 
Human Resources > Appraisal 

Appraisal Template_ 

A template recording the different parameters of an Employees’ performance and their weightage for a particular role. 
Human Resources > Employee Setup > Appraisal Template 

Attendance_ 

A record indicating presence or absence of an Employee on a particular day. 


Human Resources > Attendance 


5) Manufacturing_ 

Bill of Materials (BOM) _ 

A list of Operations and Items with their quantities, that are required to produce another Item. A Bill of Materials (BOM) is used to plan 
purchases and do product costing. 

Manufacturing > BOM 

Workstation_ 

A place where a BOM operation takes place. It is useful to calculate the direct cost of the product. 
Manufacturing > Workstation 

Work Order_ 

A document signaling production (manufacture) of a particular Item with specified quantities. 
Manufacturing > Work Order 


Production Planning Tool_ 
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A tool for automatic creation of Work Orders and Purchase Requests based on Open Sales Orders in a given period. 


Manufacturing > Production Planning Tool 


6) Website 

Blog Post_ 

A short article that appears in the “Blog” section of the website generated from the ERP website module. Blog is a short form of “Web 
Log” 

Website > Blog Post 
Web Page_ 


A web page with a unique URL (web address) on the website generated from ERP. 


Website > Web Page 


7) Setup / Customization_ 

Custom Field_ 

A user defined field on a form / table. 

Setup > Customize ERP > Custom Field 

Global Defaults_ 

This is the section where you set default values for various parameters of the system. 

Setup > Data > Global Defaults 

Print Heading_ 

A title that can be set on a transaction just for printing. For example, you want to print a Quotation with a title “Proposal” or “Pro forma 
Invoice” . 

Setup > Branding and Printing > Print Headings 

Terms and Conditions_ 

Text of your terms of contract. In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier 
provides goods or services to the Customer. You can apply the Terms and Conditions to transactions and they will appear when printing the 
document. To know about Terms and Conditions, click here 

Selling > Setup > Terms and Conditions 

Unit of Measure (UOM)_ 

How quantity is measured for an Item. E.g., Kg, No., Pair, Packet, etc. 


Stock > Setup > UOM 
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Tools 


TO DO 


ToDo is a list of activities that is to be done by a particular individual. 
In ERP, a ToDo is a simple tool where you can define the activities to be done. The ToDo List will enlist all the activities assigned to 


you and by you. 


B Tools Q Settings + Help~ s* & 
To Do Menu + Refresh | New | 
Reports ~ 
List 

Add Filter Last ModifiedOn 
Calendar ~ 
Kanban ~ Description Status Priority Reference Type 20 of 83 


Assigned By Me 


Create an identity card : Simran @ Open @ Medium Task Open 2h 
FILTER BY 
Assigned To ~ Anne @ Open © Medium Sales Order Open 6h 
Created By + 
Add Fields + Complete Monthly target ® Closed @ Medium Task Open 10d 
TAGS Not able to save Payment Entry(Rec @ Open @ Medium Issue Open 10d 
Tags ~ 

Complete Monthly target @ Open @ Medium ToDo Open ud 
Show tags 

Complete Monthly target Cancelled @ Medium ToDo Open id 
SAVE FILTER 

Check ToDo fundamental for Tasks @ Open @ Medium 13d 


A ToDo also gets auto-created when any other Document is assigned to you. Checkout ToDo Auto Creation 
To access ToDo, go to 
Home > Tools > ToDo 
1. How to create a ToDo_ 
1. Go to the ToDo list, and click new. 
2. You will be redirected to a Quick Entry for ToDo, wherein you will be required to enter the description of the ToDo. 


3. Save. 
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B Tools 


To Do 


Reports + 


List 
Calendar ~ 
Kanban ~ 


Assigned By Me 


FILTER BY 
Assigned Tow 
Created By + 
Add Fields + 


TAGS 
Tags + 


Show tags 


SAVE FILTER 


MODULES 


Buying 


Projects 


DOMAINS 


7 Education 


DI acce 


ToDo Notification_ 


© Getting Started 


a Human Resources 


Add Filter 


Description 


Create an identity card : Simran 


Anne 


Complete Monthly target 


Not able to save Payment Entry(Rec 


Complete Monthly target 


Complete Monthly target 


Check ToDo fundamental for Tasks 


test1 


Create an identity card : Jane Doe 


Create an identity card : Jane Doe 


other users, ensure that you edit the ToDo in Full Page. 


Status 


@ Open 


@ Open 


@ Closed 


@ Open 


@ Open 


Cancelled 


@ Open 


@ Open 


© Closed 


© Closed 


v {2 Accounting 
v [ Stock 

v )) CRM 

v Quality 


1.1. Additional Options while creating a ToDo_ 


change it to 'Closed' when the assignment is completed. 


4. Due Date: You can add the Due Date to all the ToDos. 


Priority 


Medium 


Medium 


Medium 


Medium 


Medium 


Medium 


Medium 


Medium 


Medium 


Medium 


Once a ToDo is created, the assigned user will get a notification for the ToDo. 


2. Priority: You can define the Priority of this task as Low, Medium or High. 


Notifications 


Q Settings ~ Help~y i & 


Menu + Refresh 


Last ModifiedOn + 


Reference Type 20 of 83 


Task Open 2h 
Sales Order Open 6h 
Task Open 10 d 
Issue Open 10d 
ToDo Open Nd 
ToDo Open Nd 

13d 
Employee Open 25d 
Task Open 1M 
Task Open 1M 


Note: While creating a ToDo using the Quick Entry, the ToDo by default gets assigned to the creator. To prevent the same, and assign it to 


Q Settings + Help~y i 


Mark all as Read Settings 


Simran Monteiro assigned a new task ToDo Create Weekly 


Report (Test) to you 


now 


You gained 5 points for On Daily Work Summary Reply Re: What 
did you work on today? 
2d 


Harshit Agrawal mentioned you in a comment in Issue Company 
list missing 
4d 


Harshit Agrawal assigned a new task Issue Company list missing 
to you 


4d 


Jai Chavan mentioned you in a comment in Internal Issue Update 
latest team pic on frappe.io 
ad 


You gained 5 points for On Daily Work Summary Reply Re: What 
did you work on today? 


Zd 


1. Status: You can define the status of the ToDo. While creation, the status of the ToDo would be ‘Open’ by default. The user can 


3. Color: You can choose to assign a color to each of your ToDos. E.g., a ToDo created as a weekly reminder for sending reports can 


be assigned the color Purple, whereas all the personal ToDos can be assigned the Color Yellow. 


5. Allocated To: In cases where you are assigning a ToDo to another ERP User, you can do so here. 
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ToDo 


B Tools 


Create an identity cad: Jane Doe ° open 


Q Settings ~ Helpy @ & 


<> Menu Es 


Comments 0 Close New 


Assigned To Status 


Bruce Wayn... 


Open v 
Assign + 
Priority Due Date 


Attachments 


Medium v 16-12-2019 


Attach File + 


Tags 


Add a tag 
bruce@example.com 


Reviews 


Description 


Shared With 


Normal 8 BIU A & ® = 


Table > Jy 


Create an identity cad: Jane Doe 


1.2. References_ 
Every Document in ERP has an option called ‘Assign To' in the side-bar. Using this option, any Dcoument can be assigned to the user. The 
User would be assigned a ToDo simultaneously. 
1. Reference Type: When a ToDo is created from another document, say a Task or an Issue, the Reference Document Type gets linked 
to the ToDo here. You can also choose to add a Reference Document Type manually. 
2. Reference Name: On assignment via another DocType, the name of the Reference DocType also gets linked over here. 
3. Assignment By: When you get assigned aa ToDo via another Document Type, the name of the person making the assignment also 


gets tagged. 


ToDo Q Settings Help~  & 


&<> = Menu | save | 


B Tools 


Not able to save Payment Entry(Receipt) ¢ open 


Issue 


Reference Name 


Assigned By 


ISS-2019-00002 simran@iwebnotes.com 


red By Full Name 


Simran Monteiro 


2. ToDo Statuses 
ToDo has 3 statuses, each describing the current state of a task. 
@ = Open: A ToDo by default is marked Open when it is created. 
@ Closed: When an activity is completed, the ToDo can be marked as ‘Closed’ or ‘Resolved’ or ‘Completed’. Further, for conditions 
like Issue Resolved or task Completed; the ToDo gets closed automatically. It can also be Reopened if required. 


e@ = Cancelled: When a user gets removed from the assignment of a ToDo/Task/Issue, the ToDo linked to that Document automatically 


gets ‘Cancelled’. 
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B Tools 


Not able to save Payment Entry(Receipt) ¢ open 


Color 


Due Date 


02-12-2019 


Allocated To 


akshita@erpnext.com 


Settings + 


&<>  Menu~ 


ISS-2019-00002__C 


Help + 


Comments 
Assigned To Panan 
Assign + 
v Open 
Attachments Closed 
Attach File + Cancelled 
Medium 
Tags 
Add a tag 
Reviews 
+ 


conditions, or any other document which needs to be shared or kept for reference. 
To access Notes, go to: 


Home > Tools > Note 


B Tools 


Notes 
List 
Calendar ~ 
Add Filter 
Kanban ~ 
Name Status 
FILTER BY 


Assigned To + 


How to write Open Day Blog @ Public 
Created By + 
Add Fields + Conference 2019 Review @ Public 
TAGS Conf 2019 Day 3 @ Public 
Tags ~ 

Frappe Technologies Pvt Ltd “Assets” @ Public 
Show tags 

Conf Sprint Talks @ Public 
SAVE FILTER 

Testing @ Public 

Design Resources @ Public 

Invitees for TALKS © Public 

SX4 Sept 11th 2019 @ Public 

Conference 2019 Agenda @ Public 

Conf2019 Frappe Talks @ Public 

Implementation Review Sept #01 @ Public 


How to create a new Note_ 
1. Go to Note list and click on New. 


Enter the Title of the Note. 


Save. 


Title 


How to write Open Day Blo... 


Conference 2019 Review 


Conf 2019 Day 3 


Frappe Technologies Pvt L... 


Conf Sprint Talks 


Testing 


Design Resources 


Invitees for TALKS 


SX4 Sept 11th 2019 


Conference 2019 Talks 


Conf2019 Frappe Talks 


Implementation Review Se... 


Settings ~ 


Menu + Refresh | New | 


Last ModifiedOn + 


‘rite Open Day Blog 


trence 2019 Review 


Conf 2019 Day 3 


es Pvt Ltd “Assets” 


Conf Sprint Talks 


Testing 


Design Resources 


Invitees for TALKS 


SX4 Sept 11th 2019 


rence 2019 Agenda 


(f2019 Frappe Talks 


on Review Sept #01 


Notes is a tool that can be used for Personal Note Taking purposes. You can use it to save your lists, frequently used passwords, terms, and 


Help + 


9d 


2M 


2M 


2 
3. Enter the Content of the Note. The content box is a Text Editor box to enable you to format the content as per your requirements. 
4 


- f 


lose New 


- f 
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> Tools 


ERP account. 


New Note 1 «Not Saved 


Visibility of Notes" 


Title 


Marketting Wishlist 


Public 


Content 


Normal > BIUN AZ uo ®B@ FS = £E 
Good to have stuff 


+ Ability to take surveys 

+ Capture source of the signup 

+ Monthly/Quarterly newsletters? 

+ Feedback survey for: 
+ after people pay for subscription 
+ When they do not renew 


+ Blogs: allow for CTA on blogs. Reduce empty space. Show 2 - 3 related blogs so user stick on the site. 


+ Social share buttons 


Help: To link to another record in the system, use “#Form/Note/[Note Name]" as the Link URL. (don't use “http://") 


You can select whether or not you want this particular Note to be Public. Making a Note public will allow you to share it across Users in your 


Q Settings ~ Help~  & 


Save 


New Note Close [REG 


Title 


Marketing Wishlist 


Public 


Content 


Good to have stuff 


+ Ability to take surveys 
+ Capture source of the signup 
+ Monthly/Quarterly newsletters? 
+ Feedback survey for: 
+ after people pay for subscription 
« When they do not renew 
+ Blogs: allow for CTA on blogs. Reduce empty space. Show 2 - 3 related blogs 
so user stick on the site. 
+ Social share buttons 


Once you enable making a Note Public, there will be another checkbox, saying ‘Notify users with a popup when they log in’. 
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Tools Note Q Settings ~ Helpy  & 
Open Discussion at 4 p.m. @ Public B<> Menu ~ 
Comments 0 Edit 
Assigned To Title 
Assign + 

Open Discussion at 4 p.m. 
Attachments 
Attach File + Public 
Tags Notify users with a popup when they log in 
Add a tag A 
Notify Users On Every Login 
". If enabled, users will be notified every time they login. If not enabled, users 
Reviews : Pa 
will only be notified once. 
+ 
Expire Notification On 
Shared With 16-12-2019 
+ 


Content 


Normal S Bru AK uu pm @®&BH =: 


Ml 
I! 
iil 
fil 
a 
& 
oO 
o 
a 


At 6th floor cafeteria. Snacks on the house ) 
You edited this 


ae LER ee epee 


You can also select if you wish to give some specific users, the right to read, write or share your note. This can be done from the ‘Share’ option 


in the left sidebar. 


Share Marketing Wishlist with 


User Can Read Can Write Can Share 


Everyone 


bruce@example.com 
simran@iwebnotes.com 


matt@example.com 


Share this document with Can Read Can Write Can Share 


bruce@example.com 
Bruce Wayne 


harshit@erpnext.com 
Harshit 


marica@erpnext.com 
Marica 


matt@example.com 
Matthew Hoffman 


Notification for Notes_ 


Enabling this property would ensure that whenever any User logs into their account, there will be a Pop-Up notification for the note. 


Friday Meeting 


Agenda for the Meeting: 
1. Office Space Reallocation 
2. Weekly Sales Summary 


3. Ongoing Projects Status Update 
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VIDEO 


Videos can be added from both Vimeo and YouTube, using the Video DocType. 

You can add Videos with their URLs, descriptions, thumbnails, etc. Some of its uses are to maintain educational course material and to track 
personal YouTube video engagement. 

To access Videos, go to: 

Home > Tools > Video 

1. How to create a new Video_ 


1. Goto the Video list and click on New. 


2. — Enter the title for the Video. 
3. Select the Provider. The default Video Provider is YouTube. 
4. Enter the URL to access the Video. 
5. You can optionally add a publishing date and duration of the Video in days-hours-minutes-seconds. 
6. You must also add some description for it. 
7. Save. 
After Saving, you will get a provision to add an image/thumbnail for the 
Video. 
B Settings Video Q Settings + Helpy  & 
Linear Algebra B<>  Menu~ 
Watch Video 
Provider Publish Date 
YouTube v 20-04-2020 
URL Duration 
https://youtu.be/HAoL5fPmgrw 10m 11s 
Comments i) 
Description 
Assigned To ne 
j Normal . BIU A & 3b 9B Fii = =e Table = I, 
Assign + 
Attachments This is the first in a series of lectures for a college-level linear algebra course. This lecture includes definitions of basic terminology relating 
Attach File + to systems of linear equations. 
Tags 
Add a tag 
Reviews 
+ 
Shared With 
You edited this 
3 minutes ago 


You can also watch the Video in the Document itself after saving it. 
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Once 


hour, 


Linear Algebra 


YouTube 


https://youtu.be/HAoL5fPmgrw 


Comments 0 


Assigned To fen 
Normal > BIU A#& 


Attachments 


Galgebra.png to systems of linear equations. 


Tags 


Reviews 


Shared With 


2. Features_ 


2.1 Tracking Video Analytics via YouTube_ 


For this you must first enable YouTube Tracking in Video Settings: 


Video Settings > Enable YouTube Tracking 


you enable this, 


visible. 


Video Settings @ Not Saved 


Comments i) 
Enable YouTube Tracking 

Assigned To 
Attachments 

tach File + 
qk 30 mins 

ags 

Reviews 


sp 


This is the first in a series of lectures for a college-level linear algebra course. This lecture includes definitions of basic terminology relating 


YouTube Video statistics can be tracked and analysed. This is useful to track the view count and engagement of a Video you published. 


the API 


API Key : You can generate an API Key in your Google Developers Console. You can refer to the YouTube Data AP! Documentation for steps 


®@ 


to generate the same. 


6 hours and Daily (once everyday). 


Frequency: You can choose how often the system must automatically update your statistics. The available options are every 30 minutes, 1 


Apart from automatic updation, the statistics are updated on Save. So, all the Videos created/updated after enabling YouTube tracking, will 


Q Settings Help~ oF &@ 
B<>  Menu~ | save | 
Watch Video 
20-04-2020 x 
ratior 
10m 11s 
SE = LE hes k 


Key and Frequency fields will be 


Q Settings ~ Help~ wF & 


Menus | save | 


have statistics updated on 
Save. 
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B Settings Video Q Settings + Help~ oF & 
Linear Algebra &<>  Menu~ ES 
Watch Video 


Provide Publish Date 


YouTube v 20-04-2020 
https://youtu.be/HAoL5fPmgrw 10m 12s 
Comments i) 
UT STATIST 
Assigned To 
— kes e 
431 6 
Attachments 
& algebra.png View " 
Attach File + 
54,219 29 
Tags 
Reviews 
+ Normal *+ BIU AZ yom ®&®@ BFEEE = FE Table > i 
Shared With This is the first in a series of lectures for a college-level linear algebra course. This lecture includes definitions of basic terminology relating 
to systems of linear equations. 
You edited this 
ust n 
You created thi 


2.2 YouTube Interactions Report_ 
The YouTube Interactions Report provides a consolidated view of all the videos' engagements. The bar chart provides visual analysis of Likes 
vs Views. 


You can filter the report data by the Published Date range. 
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B Settings 


1 08-04-2020 
2 11-09-2020 
3 18-08-2018 
4 24-08-2018 
5 17-01-2020 
6 03-04-2020 
7 20-04-2020 


8 06-08-2020 


For comparison 


CALENDAR 


YouTube Interactions 


01-08-2018 22-09-2020 

@ Total Views 
5,64,29,212 
30M 
20M 
10M 

| ne 

Tom Scott's Vie The Lumineers - . Talking Tech wi 
Likes Views 
Published ... Title Duration 


Tesla Factory T 


Views 


Tom Scott's Views Video 10m 38s 2,17,85,038.000 
The Lumineers - The Ballad Of ... 24m 1,57,80,493.000 
Talking Tech with Elon Musk 17m 53s 1,04,10,366.000 
Tesla Factory Tour with Elon M... 15m 19s 78,42,010.000 
Rg 1h 3m 36s 3,01,664.000 
Vue.js Explained in 100 Seconds 2m 20s 2,55,255.000 
Linear Algebra 10m 12s 54,219.000 
Building a Promise from Scratc... 1h 10m 167.000 
use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


e@ 2 requests will be sent per hour 


e = 48 requests will be sent per a day 


You can have a Day, Week or Month view in a calendar. 


Assuming 100 videos are updated every hour (frequency = 1 hour): 


Rg 


Q Settings ~ Helpy y & 
Menu + Refresh 
SetChart AddChartto Dashboard Create Card 


Vue.js Explaine 


Likes 


15,43,255.000 
2,50,580.000 
3,89,216.000 
1,21,750.000 
2,543.000 
10,290.000 
481.000 


4.000 


automatically updates upto 50 videos in 1 request. Similarly, for 100 videos it would take 2 requests. 


Linear Algebra 


Dislikes 


16,102.000 
2,998.000 
6,762.000 
2,264.000 

170.000 
70.000 
6.000 


0.000 


The Calendar is a Tool which helps you to create, share and keep track of events in your ERP account. 


Bullding a Prom ... 


Comments 


1,58,285.000 
4,932.000 
25,487.000 
5,378.000 
397.000 
415.000 
29.000 


0.000 


Execution Time: 0.002863 sec 


Note: The quota for the number of non-billable requests to the YouTube Data API is 10,000 requests as of September 2020. ERP 
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B Tools Q Settings ~ Helpy 9 & 
Event Calendar Menu~ Refresh [EN 
Calendar + 
December 2019 < today > month week day 
Kanban + 
SUN MON TUE WED THU FRI SAT 

FILTER BY 
Assigned To 

enaene 1 2 3 4 5 6 7 
Add Fields + 
TAGS 
Tags 8 9 10 " 12 ® 14 


Show tags 9a Company Aud | SaMeeting with California cents 


SAVE FILTER 


15 16 17 18 19 20 21 
22 23 24 25 26 27 28 


29 30 31 


To access calendar, go to: 
Home > Tools > Calendar 
1. Creating Events in Calendar_ 
1. Go to Calendar and click on New. 


2. — Enter the Subject and the Start Date of the event. 


3. Save. 

B Tools (o} Settings ~ Help~y  & 

Event Calendar Menu — Refresh 
SUN MON TUE WED THU FRI SAT 

FILTER BY 

Assigned To + 

a ita 1 2 3 4 5 6 7 

Created By + 

HERDEEL: _3:33a Birthday: Jan 

TAGS 

Tags 8 9 10 " 12 ® 14 


Show tags 92 Company Ault | SaMeeting with Calforia cients 


SAVE FILTER 


15 16 7 18 19 20 21 
22 23 24 25 26 27 28 


Alternatively, you can also create an event from the 'Day View’ of the Calendar. This view is broken into various slots throughout the day. You 


can select the slot for the start of the event, enter the subject of the event and drag it own till the event end time. 
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B Tools Q Settings y Helpy — & 
Event Calendar Menu+ — Refresh | New | 
Reports ~ 
List 
Gantt Add Filter Last ModifiedOn 
Calendar + 

December 23, 2019 < today > month week day 
Kanban + 

MONDAY 

FILTER BY 
Assigned To + all-day 
Created By ~ ow 
Add Fields + 

10am 
TAGS 
Tags iam 
Show tags 

12pm Ls 
SAVE FILTER 

Ipm 

2pm 


oa i 


1.1. Event Based on a Lead_ 
In the Lead form, you will find a field called Next Contact By and Next Contact Date. Once you specify the date and the User in these fields, 


an event will automatically be created for the User on the given date and time. 


B CRM Lead Q Settings ~ Helpy j & 
Michelle e Not saved CRM-LEAD-2019-00053 & <> Menuw 
Reviews FOLLOW UP 

+ Next Contact By Next Contact Date 
Shared With bruce@example.com 28-12-2019 12:24:28 

+ Ends On 


28-12-2019 13:24:28 


1.2. Event Based on Job Cards_ 


For every Job Card that gets created for a User in the ERP account, a corresponding event will be created in the Calendar. 
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Add Filter Last ModifiedOn # 


December 2019 < today > month week day 


SUN MON TUE WED THU FRI SAT 


PO-JOB00051 11:59a PO-JOBO00 = 1:45p PO-JOB0005 
PRO-00126 PRO-00127 PRO-00127 


1:59p PO-JOBO0055 
PRO-00127 


1.3. Birthday Event_ 

Birthday Event is created based on Date of Birth specified in the Employee master. 

1.4. Recurring Events_ 

There are various events in an organization that occur regularly at periodic intervals. In ERP, you can create such events by enabling the 
‘Repeat this Event’ property for that particular event. 

When you do this, you will ve asked to enter the periodicity of this event in the ‘Repeat On’. This could be daily, monthly, weekly or Yearly. 


You can also enter the last day of the repeated occurrence in the ‘Repeat Till’ field. In case of infinite repetitions, you may choose to leave this 


field blank. 
B Tools Event Q Settings Help~ o* & 
Monthly Reporting ® Net saved Evooni9 & <> Menu~ 
Assigned To 
DETAILS 
Assign + 
Subject Starts on 
Attachments 
Attach File + Monthly Reporting 20-12-2019 09:00:00 
Tags Event Category Ends on 
faa 9 Meeting v 
echt Event Type Status 
Ba Public v Open v 
Shared With Color All Day 


: 


Send an email reminder in the morning 


*) Repeat this Event 


k 
You edited this 
a few seconds ago 
Description 
You created this 
a few seconds ago Normal > BIrmU A & mp &B@ FE => £eE Table = i 


1.5. Event Reminders_ 
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1. Enable Reminder in Event 


B Tools Event 


Monthly Reporting ° "et saved 


Comments te) 
Assigned To 

DETAILS 
Assign + 

Subject 
Attachments 
Attach File + Monthly Reporting 
Tags Event Category 
ae eee Meeting 
Reviews Event Type 

+ 4 
Public 

Shared With 

Color 


Pou ©) Repeat this Event 


2. Create Email Digest 


Email Digest can be set from: 


Setup > Email > Email Digest 


B Settings 


Email Digest 


There are two ways you can receive email reminder for an event. 


Send an email reminder in the morning 


: mms 


a 


In the Event master, checking "Send an email reminder in the morning" will trigger a notification email to all the participants for this event. 


Starts on 


20-12-2019 09:00:00 


Ends on 


Status 


Open 


All Day 


Sync with Google Calendar 


To get email reminders for event, you should set Email Digest for Calendar Events. 


Q Settings + Help~ s* & 


Evoooi9 & <> Menur 
Add Participants + 


Q Settings ~ Helpy 9 & 


Menuy Refresh | New | 
&) Restricted 


Reports + 
List 
Add Filter Last Modified On + 

Calendar + 
Kenan ~ Name Status Enabled For Company How frequently? 6 of 5 
meee Open Tickets @ Enabled v Frappe Technol. Daily Open Tickets 2y 
Assigned To + 
Created By + Default Weekly Digest - We Disabled Frappe Technol... Weekly t - Web Notes Te 5y 
Add Fields + 

Default Weekly Digest - Fra @ Enabled ¥ Frappe Technol... Weekly t - Frappe Techn. 5y 
TAGS 

Daily Digest @ Enabled ¥v Frappe Technol... Daily Daily Digest 6y 
Tags ~ 
Show tags Monthly Email Digest @ Enabled v Frappe Technol. Monthly onthly Email Digest 6 y 
SAVE FILTER 
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DASHBOARD 


Chart Source. 

To access Dashboard, go to, 

Home > Customization > Dashboards > Dashboard 
1. How to Create a New Dashboard_ 


1. Goto Dashboards List and click on New. 


Save. 


Accounts Dashboard 


2. Adding Charts to Dashboard_ 


® 91-120 
10350000 


Incoming Bills (Pure... =  LastYear: (Monthly : 

Last synced just now 

800K 

600 K 

400K 

200 K 

0 = 
Jun 2020 Sep 2020 Dec 2020 Mar 2021 Jun 2021 

Accounts Receivable ... = 
0-30 ® 31-60 ®@ 61-90 
261201.19 353217.6 12449000 


Dashboard provides an at-a-glance view of key performance indicators relevant to the business process. 


Each Dashboard consists of one or more than one Dashboard Charts each of which are configured with a data source known as Dashboard 


Enter the Module Name for which you would want to see the Dashboard. 


2. 
3. Enter the Dashboard Charts that you would want to be parameterized for this Dashboard. 
4. 


When you click on Show Dashboard, you will be able to see the Dashboard giving the graphic representation of your transactions. 


Outgoing Bills (Sale... = 


Last s 


20M 


Accounts Payable Age... a 


Add charts to this dashboard by either selecting existing Dashboard Chart or creating new ones. 


ynced just now 


Q Search or type a command (Ctrl + G) a Help ~ BS 


Last Year ¢ © Monthly : 


Jun 2020 Sep 2020 Dec 2020 Mar 2021 Jun 2021 


0-30 
5728.12 


® 31-60 
648164.43 


® 61-90 @ 91-120 


535550 
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B >» Dashboard > Accounts Detailed 


Accounts Detailed - Nor saver 


2. Assigned To 


ts Default 
+ 
Is Standard 
@ Attachments 
Charts 
Attach File + 
No. 
vw Reviews 
1 
+ 
2 
& Shared With 
+ Add Row 
® Tags Chart Options 
Add a tag 1 


0-Qo FOLLOW 


You edited this 
just now 


You created this 
just now 
B > Dashboard > Accounts Detailed 


Accounts Detailed 


& Assigned To 


Is Default 
+ 
Is Standard 
@ Attachments 
Charts 
Attach File 7 
No 
vw Reviews 
1 
+ 
2 
& Shared With 
+ Add Row 


To create a new Dashboard Chart, go 


3. Creating a New Dashboard Chart_ 


Chart 


Profit and Loss 


Category-wise Asset Value 


Location-wise Asset Value 


Asset Value Analytics 


Program wise Fee Collection 


Oldest Items 


Job Application Status 


Instructor Gender Diversity Ratio 


Save changes and click on Show Dashboard button to see the dashboard. 


Chart 
Profit and Loss 


Incoming Bills (Purchase Invoice) 


to 


Home > Customizations > Dashboards > Dashboard Chart > New 


Source as the data source for this chart. 


Q Search or type a command (Ctrl + G) Ga 


Show Dashboard <¢ > @® 


Width 

Full 

Half . 
Q Search or type a command (Ctri + G) Ga 


Show Dashboard f < > ® 


Width 
Full 


Half 


Provide a name for the chart, this will show up in the dashboard as the chart label, select chart type as Custom and select a Dashboard Chart 


Note: New Dashboard Chart Source can only be created by the Administrator User in Developer Mode. 


Help v BS 


@ Edit 


@ Edit 
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B > Dashboard Chart >» new-dashboard-chart-2 


= New Dashboard Chart 


* Not Saved 


Is Standard 
Chart Name * 


Bank 


Chart Type 


Custom 


© 


Chart Source 


Top 10 Pledged Loan Securities 
Department wise Patient Appointments 
Warehouse wise Stock Value 

Account Balance Timeline 


Q Advanced Search 


Chart Options 


After setting the Chart Source field, the filters table will be shown. 


Click the table to edit filters. 


B > Dashboard Chart > Material Planning 


= Material Planning 


You edited this 


Filters 
You created this 
1 minute ago 
Filter Condition Value 
status not in 
docstatus = 1 
transaction_date Timespan last quarter 


Click table to edit 


A modal will be shown to set filters. Click Set to set filters. 


Draft,Cancelled,Stopped, 


Q Search or type a command (Ctrl + G) 


Add Chart to Dashboard 


Is Public 


This chart will be available to all Users if this is set 


Time Series 


Type 


Line 


» Set Filters 


Q Search or type a command (Ctrl + G) 


Add Chart to Dashboard < 


48_btt 5 


mAN ENERGY -35- 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


Set Filters 


Status Draft,Cancelled,Stoppe 


values separated by commas 


Document Status Equals Submitted : 


Transaction Date Last Quarter 


Material Transfer 
Material Issue 
Manufacture 
Customer Provided 


Timespan 


Purpose 


Equals 


+ Add a Filter ‘Filters 


After setting Chart Source field, Filters table will be updated with selected filter values. 


B > Dashboard Chart > Material Planning Q Search or type a command (Ctrl + G) 


= Material Planning Add CharttoDashboard << > @ 


You edited this 


Filters 
You created this 
7 minutes ago 
Filter Condition Value 
status notin Draft,Cancelled,Stopped, 
docstatus = 1 
transaction_date Timespan last quarter 
material_request_type = Purchase 
Click table to edit 
Chart Options 
Custom Options Color 
- té) Choose a color 


tv) Saved 


In the above example, we created a custom Dashboard Chart for which we already had a Dashboard Chart Source. 


You can also create basic charts like Count/Sum/Average/Group By of ToDo based on _ creation/modified date by 


selecting Count/Sum/Average/Group By as Chart Type also you can use an existing report as a source in Report Name field to create a chart 
by selecting Report as Chart Type. 
For Count, you need to select the Doctype for which you need the chart in the Document Type field and Based On Date field in Time Series 


Based On. 
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Is Standard 


Chart Name * 


Count Todo 


Chart Type 


Count 


Document Type 


ToDo 


Time Series Based On 


Created On 


Is Standard 


Chart Name * 


Count Chart 


Chart Type 


Count 


Document Type 


Dashboard Chart Link 


Parent Document Type 


Dashboard 


The document type selected is a child table, so the parent document type is 
required. 


Time Series Based On 


Created On 


Is Standard 


Chart Name * 


Sum Chart 


Chart Type 


Sum 


Document Type 


Item 


Time Series Based On 


Created On 


Value Based On 


Standard Selling Rate 


«> 


a) 


as) 


«> 


Is Public 


This chart will be available to all Users if this is set 
Timespan 


Last Year 


Time Interval 


Yearly 
Time Series 


Type 


Line 


Note: If you select a child table doctype in Document Type you also have to select the parent doctype for that child table in Parent Document 


Type (this field will only be visible when you select child table doctype in Document Type field). 


Is Public 


This chart will be available to all Users if this is set 
Timespan 


Last Year 


Time Interval 


Yearly 
Time Series 


Type 


Line 


For Sum and Average you also have to select the Based On Value field in Value Based On. 


Is Public 


This chart will be available to all Users if this is set 
Timespan 


Last Year 


Time Interval 


Yearly 


Time Series 


Type 


Line 


“> 


“> 


<> 


For Group By you can select Group By Type as Count/Sum/Average, Group By Based On as Created By/Modified By, and Number of Groups. 
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Is Standard Is Public 


This chart will be available to all Users if this is set 
Chart Name * 


Group By Chart Type 
Line S 
Chart Type 
Group By S 


Document Type 


ToDo 


Group By Type 


Count S 


Group By Based On 


Created By = 


Number of Groups 


3 


4. Using Dashboards" 
Every chart will be shown according to the fields set in the corresponding Dashboard Chart. The result from the dashboard chart source is 


cached to avoid redundant queries. Since the chart data can be stale, each chart will also show the last synced time. 


B Q Search or type a command (Ctrl + G) G Help v BS 


Accounts Dashboard 


Incoming Bills (Purc... Last Year> €)Monthly> + Outgoing Bills (Sale... = LastYear: = ©Monthly : 


minu 


800K 20M 


600K 15M 


400K 10M 
200K 5M | 
o = o —_— 


Jun 2020 Sep 2020 Dec 2020 Mar 2021 Jun 2021 Jun 2020 Sep 2020 Dec 2020 Mar 2021 Jun 2021 


The filters used to generate the chart data can also be changed by clicking Set Filters. The chart will be refreshed automatically according to 


the recently set filters. 
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GLOBAL SEARCH 


Document. 


Using Awesome Bar for Global Search._ 


MODULES 


™ Getting Started 


© Buying 


~ Projects 


@ Human Resources 


DOMAINS 


%€ Manufacturing 


Set Filters for Budget Variance 


From Fiscal Year * 


2021| 


To Fiscal Year * 


2021 


Period * 


Monthly 


Company * 


Unico Plastics Inc. 


Budget Against * 


Cost Center 


Dimension Filter 


_} Show Cumulative Amount 


v [2 Accounting 
v @ Stock 

v @® CRM 

v Y Quality 

v = Retail 


customize the fields based on which search will be shown. 


wood| 


Search for 'wood’ 


Help on Search 


To get the most recent data each chart has to be refreshed forcefully by clicking Force Refresh button from the dropdown menu. 


Global search is a powerful word-processing operation in ERP which will help you in searching for a particular Document Type or 


For every sequence of a particular word or a set of characters, you will have a search result. 


< 


Global Search helps users find information quickly. It’ s located in the upper right-hand corner in ERP. Simply entering a few characters in 


the Search Bar will show results from several different record types (Contact, Customer, Issues, etc.) related to that keyword. You can also 


Q Settings Helpy F & 


Show / Hide Cards 


© Selling v 
= Assets v 
{ Support v 
j Education v 
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You can also type in multiple keywords separated by & operator to find your desired results. You may refer to the following cases for examples: 
e Input “apple & iPod" can return documents with one field contain Apple and the other contains iPod( PO's vendor and item). 
e Input "iPhone & iPod" can return target documents that contain both item iPhone and iPod (child table items). 
e Input "iPhone & black" can return the item with description contains both iPhone and black(long text field). 


e Input 'foo & bar" can return any docs with both tags foo and bar assigned. (special long text field _usertags). 


Enable Global Search for fields in a Doctype._ 


B Settings Q Settings Help~ 9 & 
DocType Menu+ — Refresh | New | 
Reports + Is Child Table Is Single 
List 

Add Filter Last ModifiedOn 
Calendar + 
Kanban v Name Module 20 of 862 
Boe Asset Movement Assets Asset Movement 1M 


Assigned To 


Created By + Asset Value Adjustment Assets ‘t Value Adjustment 1M 
Add Fields + 
company Setup Company 1M 
TAGS 
Purchase Invoice Item Accounts rchase Invoice Item 1M 
Tags 
Show tags Landed Cost Voucher Stock nded Cost Voucher 1M 
SAVE FILTER Notification Settings Desk lotification Settings 1M 
Blog Post Website Blog Post 1M 
Landed Cost Item Stock Landed Cost Item 1M 
Notification Log Desk Notification Log 1M 
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DESKTOP 


The moment a User logs into the system they will be able to see a Home Screen wherein all the Modules and Domains will be listed 
in the form of cards. 


Their cards are a replacement to the erstwhile Module icons which were present in ERP versions before version 12. 


B Q Settings ~ Helpy 5 
MODULES Show / Hide Cards 
& Getting Started v {4 Accounting v © Selling v 
© Buying v @ Stock v S Assets v 
-~ Projects v @ CRM v { Support v 

& Human Resources v ™ Quality v 
DOMAINS. 
t= Education v 
PLACES 
@ Website v ® Social lili Dashboard 


we Marketplace 


These cards can be classified into four categories, namely: 
e Modules: These are all the domain agnostic modules available in ERP that are common to all types of businesses. Modules like 
Human Resources, CRM, Buying, Selling, etc. are put under this category. 
@ = Domains: This is where you can find all domain-specific modules like Education and Manufacturing. You can learn more about all 
industry-specific modules here. 
e@ Places: Places is where you can find features that are not industry-specific and are not required in day to day operations of your 
company. Features like Website, Dashboards, and Marketplace can be found here. 
e Administration: Here you can find modules related to your ERP setup and administration. 
These cards allow better navigation with shortcut items in the drop-down menu. You can customize this drop-down to add or remove links 


to various DocType for that module. 
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B Q Settings ~ Help» 9& 
MODULES Show / Hide Cards 
{4 Accounting v @ Getting Started v & Buying v 


Sales Invoice 


3 Stock Customer S Assets v © Selling v 
Purchase Invoice 
Projects Supplier @® CRM v (% Support v 
Company 
Ary Human Resources Customize @ Quality v 
You can reorder as well as show or hide these module cards. 
B Q Settings ~ Help» 


MODULES Show / Hide Cards 


[1 Accounting % Getting sfartag Started gp : v © Selling v 
j= Buying v { Stock v = Assets v 
Projects v @) CRM v © Support v 
(@ Human Resources v Y Quality v 

DOMAINS 
j Education v 


Module Page_ 


Clicking on any module card will take you to the module page. Here the user can navigate through all the doctypes, reports, and settings 


associated with a particular module. 


For example, here is how the Accounting module page looks like. 
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Accounting 


Accounts Receivable 


@ Sales Invoice 

@ Customer 
Payment Entry 
Payment Request 
Accounts Receivable 
Accounts Receivable Summary 
Sales Register 
ltem-wise Sales Register 
Ordered Items To Be Billed 


Delivered Items To Be Billed 


Banking and Payments 


Match Payments with Invoices 


Update Bank Transaction Dates 


Invoice Discounting 

Bank Reconciliation Statement 
Bank Clearance Summary 
Bank Guarantee 


Cheque Print Template 


Navigating the page 


Accounts Payable 


®@ Purchase Invoice 

© Supplier 
Payment Entry 
Accounts Payable 
Accounts Payable Summary 
Purchase Register 
Item-wise Purchase Register 
Purchase Order Items To Be Billed 


Received Items To Be Billed 


General Ledger 


Journal Entry 
General Ledger 
Customer Ledger Summary 


Supplier Ledger Summary 


Q Settings + 


Accounting Masters 


@ Company 

@ Chart of Accounts 
Accounts Settings 
Fiscal Year 
Accounting Dimension 
Finance Book 
Accounting Period 


Payment Term 


Taxes 


Sales Taxes and Charges Template 
Purchase Taxes and Charges Template 
Item Tax Template 

Tax Category 

Tax Rule 


Tax Withholding Category 


Help» 9% 


Some links of these modules may be marked grey, clicking on these links won't open any new page. They are marked so because there is a 
dependent document that needs to be created first. For example, you will need to build a Sales Invoice before accessing the sales register. 


Hovering on any of these links will show a pop-up guiding the user to the dependent document. 


Accounts Receivable Accounts Payable Accounting Masters 


@ Sales Invoice @ Purchase Invoice @ Company 

@ Customer © Supplier @ Chart of Accounts 
Pavment Fntrv Payment Entry Accounts Settings 
You need to create these first: Accounts Payable Fiscal Year 


Sales Invoice 

Accounts Payable Summary Accounting Dimension 
Accounts Receivable Summary Purchase Register Finance Book 
Sales Register ltem-wise Purchase Register Accounting Period 
Item-wise Sales Register Purchase Order Items To Be Billed Payment Term 
Ordered Items To Be Billed Received Items To Be Billed 


Delivered Items To Be Billed 


You shall also notice a color indicator before some of the links. These indicators are used to inform the user if any open or urgent documents 


need to be looked at. 


Projects Time Tracking Reports 
®@ Project @ Timesheet @ Daily Timesheet Summary 
@ Task ®@ Activity Type Project wise Stock Tracking 
Project Template Activity Cost 
Project Type 


Project Update 


e@ The red indicator in the above example indicated that there are open or overdue tasks on the list. 
e@ — Similarly, a blue indicator would mean that there are no open tasks. 


e An orange indicator means that the report has not been accessed or no document is created in the corresponding doctype. 
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Collaboration Tools 


ASSIGNMENT 


Assign To is a feature in ERP that allows you to assign a particular document to a specific user, who needs to further work on that 
document. 

For example, if a Sales Order needs to be approved or submitted by the Sales Manager, the first draft user can assign that Sales Order to the 
Sales Manager. 

On assigning this document to the Sales Manager, it will be added to that user's ToDo list. 


Similarly, for a Delivery Note and a Sales Invoice against this sales Order, the assignment can be done to a Material User and an Account User. 
B Selling Sales Order Q Settings ~ Help~ 9 & 


Unico Plastics Inc. © 7 Deliver ana Bill SAL-ORD-2019-00015 & <> Menu~ Cancel 


Comments ts) Update Items Status ~ 


Assigned To 


Simran Mon... 


Akshita K 


Company 


Assign + Customer Unico Plastics Inc. 


Attachments Kavita ; 
Date 
Attach File + 


Order Type 12-12-2019 
Tags Sales 


Add a tag De 


ery Date 


A 25-12-2019 
Reviews 


r Customer's Purchase Order 


Shared With 


Note: Assignment can be done irrespective of Permission Restrictions. 
New Assignment_ 
To make a new assignment, go to the document for which you wish to make the assignment and click on the ‘Assigned to' button located at 


the left sidebar. Select the name of the User to whom you want to make this assignment. 


B Selling Sales Order Q Settings + Help~  & 
Unico Plastics Inc. ¢ pratt SAL-ORD-2019-00018 @ <> Menu 
Comments 0 Get items from ~ 
Assioned To Submit this document to confirm 
Assign + 
k 
Attachments DASHBOARD 
Attach File + 
Color Company 
Tags ‘ 
Add a tag yooh Unico Plastics Inc. 
Kavita 
Reviews 
+ omer Type 11-12-2019 
Sales v 
Shared With Delivery Date 
31-12-2019 


Along with assignment, you can also leave a comment for the review of the assignee. 


P.O.Box 128448, Dubai, United Arab Emirates et — 
man.energy 800696 -44 - mAN ENERGY 


B Selling 


Unico Plastics Inc. ¢ draft 


Sales Order 


Comments 1 
Assigned To Submit this document to confirm 
Akshita K 
Assign + DASHBOARD 
Attachments 
Attach File + Color 
Customer 
Tags 
Add a tag Kavita 
Reviews Order Type 
+ Sales 
Shared With 
+ 


You edited this ADDRESS AND CONTACT 


2 days ago 


You created this CURRENCY AND PRICE LIST 


2 days ago 


ToDo List of Assignee_ 


B Tools 


To Do 
Reports ~ 
List 

Add Filter 
Calendar ~ 
Kanban ~ Description 
Assigned By Me 

Unico Plastics Inc. 

FILTER BY 


Assigned To + Michelle 


Created By ~ 


Add Fields + Tax in Expense claim 


Removing Assignment_ 


Sales Order 


B Selling 


Unico Plastics Inc. @ 7 Deliver and Bill 


Comments ty) 
Assigned To 
DASHBOARD 
Akshita K 
oa Color 
Attachments Customer 
Attach File + Kavita 
baaced Order Type 
Add a tag 
Sales 
Reviews 
+ 


TAGS Create an identity cad: Jane Doe 


Status 


@ Open 


@ Open 


@ Open 


@ Open 


Every assignment made to a particular User will be reflected in their ToDo section. 


Priority 


@ Medium 


@ Medium 


@ Medium 


@ Medium 


Q Settings + A 


SAL-ORD-2019-00014 & <> Menu~ 


Get items from + 


Help + 


Company 


Nnico Plastics Inc. 


Date 


11-12-2019 


Delivery Date 


31-12-2019 


Customer's Purchase Order 


Q Settings + @ A 


Menu + Refresh | New | 


Help + 


Last ModifiedOn 


Users will be able to remove assignments by clicking on the "Closed" button in the document. 


Reference Type 20 of 89 
Sales Order Open 3m 
Lead Open 39m 
Issue Open 2h 
ToDo Open 2h 
7 J 
Q Settings ~ Helpy 9 & 
SAL-ORD-2019-00014 & <> Menu~ Cancel 


Update Items Status + 


Hold 


Company 


Unico Plastics Inc. 


Date 


11-12-2019 


Delivery Date 


31-12-2019 


Once the assignment is set as completed, the corresponding ToDo will simultaneously be updated as ‘Closed’. 
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TAGS 


B Human Resources 


Hazel ¢ open 


Comments 0) 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 


u i 


US 
Rev 


4 Manufacturing 


Outbound 


Sha Leads 


os 


tagged to each classification. 


B Human Resources 


Job Applicant 


Reports + 


List 
Calendar ~ 


Kanban ~ 


FILTER BY 

Assigned Tow 
Created By ~ 
Add Fields + 


Interview 


not reachable 


US 


shortlist 


Offer Letter 


Accounts 


Find all tagged documents_ 


Job Applicant 


DASHBOARD 


Applicant Name 


Hazel 


Email Address 


hazel@example.com 


Status 


Open 


Add Filter 


Applicant Name 


Ashuyousuf123 


Javeria 


Hozefa 


Akash mahyavanshi 


Siddhant Dube 


Rohan Khairnar 


Harshada Subhash Bhoir 


Rabbana Attar 


Mayank Vaishnav 


Vaishnvi Khalorkar 


Sanjay Ram 


ROHAN YEOLE 


You can add any tag to a DocType just like Assignments and Comments. 


job 


Status 


Rejected 


Rejected 


Rejected 


Rejected 


Replied 


Replied 


Replied 


Replied 


Replied 


Replied 


Replied 


Replied 


the global search bar without quotes and select #project 19 from the results. 


Using Tags easy way to classify different kinds of documents in their respective categories. 


Hazel - hazel@example.com - softwa.. © <€ > Menur 


Job Opening 


software-developer 


Source 


Walk In 


Job Opening 


business-analyst 


business-analyst 


business-analyst 


business-analyst 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


Q Settings ~ 


Q Settings ~ 


Menu + 


Last h 


isuf123@gmail.com 


(27994@gmail.com 


riwala8@gmail.com 


tanshiS@gmail.com 


2sid@gmail.com - 


inkhairnar5@gma 


voir - harshadabh 


ana.shikilkar26@ 


kvaishnav96@gm 


shalorkarvaishnvi 


n41@gmail.com 


ole@gmail.com 


H 


While going through a document list, you may filter the same by using tags. At a glance, you will be able to see the number of documents 


Helpy  & 


Refresh | New | 
[ &) Restricted 


Modified On + 


9h 


Once you've tagged a couple of documents with a specific tag, you can find all the tagged documents by searching for "#tagname" in the 


global search bar on the top. For example, consider you've tagged some documents with the tag "project 19". Simply type "#project 19" in 


elp~ = & 


Job Offer 


500 of 2285 


y 2 


2 


y 2 


y 2 


1 


Co 


Coe 


1 


roe 


1 


Coe 


1 
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Q_ #project 19 


All Results 
Issue 

Sales Order 
Work Order 
Sales Invoice 


Customer 


Tags in Reports_ 


Issue 


ISS-2019-00005 
Cracks in Plastic Chair... 


Sales Order 


SAL-ORD-2019-00032 
Lucy... 


Work Order 
MFG-WO-2019-00007 
Plastic Cane... 


MFG-WO-2019-00003 
Plastic Pipe... 


All the tags that get created in your ERP account can also be searched when fetching a report. These tags can also be searched as a filter in 


the report. 
> CRM Q Settings + Helpy  & 
Report: Lead Menu Refresh 
Reports + 
List 
Add Filter AddGroup LastModifiedOn + 
Images 
Calendar + ID Person Name Organization ... Status Source Campaign Name Le 
Kanban ~ 
ede 1 CRM-LEAD-201... No-reply Website Leads Opportunity Ad 
Assigned To + 
Created By 2 CRM-LEAD-201... — Harshit Cold Leads abc Lead sin 
Add Fields + 3 CRM-LEAD-201.. Naresh xyz Converted test hai 
TAGS 4 =  CRM-LEAD-201... Michelle Frappe Technolo... Converted Ad 
Tags + 
5 CRM-LEAD-201.. Ken Seq ,Cold Leads ERP NEXT Lead Gu 
Show tags 
6 CRM-LEAD-201... Invitations Opportunity Ad 
pbc 7 CRM-LEAD-201... Damien |Hot Leads Webs... Converted Ad 
8  CRM-LEAD-201... — dhailjd Converted Ad 
9  CRM-LEAD-201... Simran Lead Ad 
10  CRM-LEAD-201.. test lead ,Cold Leads Converted Ad 
nN CRM-LEAD-201.... Messages-noreply Opportunity Ad 
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B Support Q Settings ~ Help~ 3% & 
Report: Issue Menu~ — Refresh } New | 
Reports + 

List 

Calendar ~ 

Kanban ~ Add Filter Clear Filters Tags like %Enhan% | * AddGroup LastModifiedOn # 


FILTER BY 


Tags Enh Remove 
Assigned To + 
Created By~ ID Subject Status Frappe Suppor... Priority Support Ley 
Add Fields + 
La 1 ISS-2019-07392 Unable to use ERP in Ipad Closed ,Enhancement ui Functional Query Functional ¢ 
Tags + 
Show tags 2 = ‘ISS-2019-07426 No Subject Closed ,Enhancements ui Functional Query Functional G 

3 ISS-2019-07418 Picklist does not work correctly IN PRI... Replied ,Enhancement ui Service Request Dormant 


KANBAN BOARD 


Kanban Board is a tool which will give you a descriptive layout of your data in ERP based on status and a virtual board. 

This board shall consist of cards which represent the various Documents listed in a particular Document Type aligned as per the stage of 
operation of the transactions represented by Status Columns. The card status can be changed easily by dragging and dropping the cards 
across the board. 

A Kanban Board helps to visualize, control and optimize work-flow while collaborating with the entire team on a real-time basis. 


Creating a new Kanban Board_ 


B > Kanban Board Q Search or type a command (Ctrl + G) Ga Help» BS 


= Kanban Board ‘ListView: Go Add Kanban Board 


Filter By 
= Filter =4 Last Modified On 
Assigned To : 


Created By : 


Edit Filters 


Tags : 


Show Tags 


Save Filter 


ilter Name 


Show Saved 


20 100 500 


Adding new Card/Document_ 
To add Cards on Kanban Board click Add Tasks. You can Edit card details by click on the card and it will take you to the Task Doctype where 


you can further add and edit card details. 
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B > Projects > Task Q Search or type a command (Ctrl + G) A Help» BS 


= Product Development = Filter =. LastModified On Select Kanban > 00 KanbanView: G 


* Open iy * Working cs * Pending Review i * Overdue ry - Template 
+ Add Task + Add Task + Add Task + Add Task + Add Task 
Hello Product Release 
Jun 06, 2021 Jun 08, 2021 
v7] + v7] 
Feasibility Study Requirement Gathering 
Jun 08, 2021 Jun 08, 2021 
v7] + 7) 


Product Design 
Jun 08, 2021 


Oo 


Update Cards/Document Status_ 


Based on the Task status you can drag and drop the cards in the respective column. For example, if the task is work in progress you can move 


the card for the task from the status Open to Working. 


B > Projects > Task Q Search or type a command (Ctrl + G) (cit Help» BS 


= Product Development = Filter =. Last Modified On Select Kanban ? 0° Kanban View : G 


* Open By * Working a » Pending Review ve * Overdue a * Template 
+ Add Task + Add Task + Add Task + Add Task + Add Task 
User Manual Development Product Release 
Jun 08, 2021 Jun 08, 2021 
7] + v7] 
Hello Requirement Gathering 
Jun 06, 2021 Jun 08, 2021 ©) 
Oo + Lo) 


Feasibility Study 
Jun 08, 2021 


Oo 


Manage Columns_ 


To add more columns in the Kanban board click on Add columns. 
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B > Projects >» Task Q Search or type a command (Ctrl + G) G Help» BS 


= Product Development = Filter =, LastModifiedOn Select Kanban? J Kanban View? G 
* Open me * Working os * Overdue bi = Completed 
+ Add Column 
+ Add Task + Add Task + Add Task + Add Task 
Hello User Manual Development 
Jun 06, 2021 Jun 08, 2021 
1) + v7) + 
® 
Feasibility Study Product Release 
Jun 08, 2021 Jun 08, 2021 
iv) + Oo 
Product Design Requirement Gathering 
Jun 08, 2021 Jun 08, 2021 
17] + 0] 
You can also assign colors to columns. 
B > Projects >» Task Q Search or type a command (Ctri + G) Ga Help» BS 


= Product Development = Filter =, LastModifiedOn Select Kanban? = J Kanban View? G 
» Open ue * Working 2 * On-hold m * Overdue a = Completed 
+ Add Task + Add Task + Add Task + Add Task + Add Task 
Hello User Manual Development 
Jun 06, 2021 Jun 08, 2021 
7] + 7] + 
hk 
Feasibility Study Product Release 
Jun 08, 2021 Jun 08, 2021 
iv) + 9 + 
Product Design Requirement Gathering 
Jun 08, 2021 Jun 08, 2021 
7] + v7] 


You can also Archive and Restore the columns added in a Kanban board. To do so click Archive in the drop-down menu on the card. Once 


archived you can restore the column from the list of the archived columns in the Kanban board. 
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B > Projects > Task 
Product Development 


* Open 


+ Add Task 


Hello 
Jun 06, 2021 


9 


Feasibility Study 
Jun 08, 2021 


7) 


Product Design 
Jun 08, 2021 


7) 


Filters 


B > Projects > Task 
= Product Development 


* Open 


+ Add Task 


Quality Assessment 
Jun 08, 2021 


9 


Product Release 
Jun 08, 2021 


7) 


FILTER BY 


» Working 


+ Add Task 


User Manual Development 


Jun 08, 2021 


9 


Product Release 
Jun 08, 2021 


v7] 
Requirement Gathering 


Jun 08, 2021 


9 


* Working 
+ Add Task 


Product Development 
Jun 08, 2021 


9 


Product Design 
Jun 08, 2021 


v7] 


Q Search or type a command (Ctri + G) Ga Help» BS 
> Filter =t Last Modified On Select Kanban < 00 Kanban View < SG 
* On-hold * Overdue a * Completed 
+ Add Task + Add Task + Add Task 


You can create multiple Kanban Boards based on different filters. To save filters for a Kanban Board, click on Menu and then "Save filters". 


Q Search or type a command (Ctrl + G) G Help» BS 


= 1 filter =. ~~ Last Modified On Select Kanban ¢ 09 Kanban View > SG 
Overdue = Completed 
+ Add Column 
+ Add Task + Add Task 


The ‘Filter By' option is present on the left sidebar of all the lists and reports. 


Feasibility Study 
Jun 08, 2021 


9 


Requirement Gathering 
Jun 08, 2021 


9 


Filter By is an option wherein you can filter your search results while viewing a list or a report. 
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B Support 


Internal Issue 


Reports + 
List 


Calendar ~ 


Kanban ~ 


FILTER BY 


Assigned To~ 


Created By + 
Add Fields + 


TAGS 
Tags ~ 


Show tags 


SAVE FILTER 


Assigned to_ 


B Support 


Issue 


Reports + 
List 
Calendar ~ 


Kanban ~ 


FILTER BY 


Assigned To~ 


michelle@erpnext.com 
simran@erpnext.com 
chinmay@erpnext.com 


nabin@erpnext.com 


aditya@erpnext.com 


pranav@erpnext.com 


Created By 


Add Filter 


Subject 


Nothing shows up when clicked on “Appointme 


Job applicant does not take same email id 


For the share transfer entry currently no role hi 


Accounts Payable to be fetched 


Exchange Rate Issue for Sales Invoice Creation 


Row rename issue in General Ledger 


Assignment Rule 


Fix SSID on 6th Floor 


Billing hours can be more than Total Hours in Time 


Add Filter 


Subject Status 
Regarding Purchase Receipt agains @ Open 


Some Forms in Education ModuleN @ Open 


BOM: BOM-120 KBM 600P-007 @ Open 
Renew Monthly Payment @ Open 
Issue Type: Work order Issue @ Open 


Regarding Purchase Receipt agains @ Open 


PURCHASE RECEIPT SUPPLIER NA! @ Open 


Stock GL not matching with subled| @ Open 


the Issues raised by a particular entity, you can do so here. 


By default, there are two classification options present in the system. 


Issue Type 


Bug 


Incorrect Configuration 


Bug 


Account 


prime.erpnext.com-3 


gulfbatteries.erpnex... 


belesa.erpnext.com-1 


gulfbatteries.erpnex.-.. 


gselectricals.erpnex-.- 


teraksa.erpnext.com 


Open 


Support Level 


Investigation 


Unclassified 


Unclassified 


Investigation 


Unclassified 


Unclassified 


Unclassified 


Investigation 


Q Settings + 


Menu + 


Last ModifiedOn # 


FR-ISS-163240 


FR-ISS-130243 


FR-ISS-146216 


FR-ISS-146768 


FR-ISS-160073 


FR-ISS-146208 


FR-ISS-146736 


FR-ISS-144352 


FR-ISS-144022 


When viewing a list or a report of documents like Issues, Leads, Opportunities, you can filter the search result to only see the documents 


assigned to a certain individual. The Assigned to drop-down will also show you the number of documents assigned to each individual. 


Q Settings + 


Menu + 


ISS-2019-08076 


ISS-2019-08075 


ISS-2019-08074 


ISS-2019-08073 


ISS-2019-08072 


ISS-2019-08070 


ISS-2019-08069 


ISS-2019-08068 


Just like Assigned To, you will also be able to classify the document based on the entity that has created them. E.g., if you want to check all 


Helpy  & 


Refresh New 


20 of 318 
16h 

20h i we 
20h es 
2th Ej ws 
oA 
oA 


1d 


id & 


1d ei 


Help» ( & 


Refresh New 


&) Restricted 


CreatedOn ¥# 
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B Support 


Internal Issue 


Reports + 
List 
Calendar ~ 


Kanban ~ 


FILTER BY 
Assigned Tow 
Created By ~ 


Me 

jai@erpnext.com 
prasad@erpnext.com 
prakash@erpnext.com 


umair@erpnext.com 


harshit@erpnext.com 


Issue Type 


Bug 


Incorrect Configuration 


Bug 


Add fields_ 


B CRM 


Lead 


Reports ~ 
List 
Images 
Calendar ~ 


Kanban ~ 


FILTER BY 
Assigned To~ 
Created By ~ 
Add Fields + 


r 


TAGS 
Tags + 


Show tags 


SAVE FILTER 


Lead Owner = Administrator 


x 


Add Filter 

Subject Status 
Nothing shows up when clicked on “Appointme @ Open 
Job applicant does not take same email id @ Closed 
For the share transfer entry currently norolehi @ Closed 
Accounts Payable to be fetched @ Closed 
Exchange Rate Issue for Sales Invoice Creation © Invalid 
Row rename issue in General Ledger @ Closed 
Assignment Rule © Invalid 
Fix SSID on 6th Floor @ Closed 
Billing hours can be more than Total Hours in Time @ Invalid 
Please don't allow such creation @ Invalid 


Add Filter 


Person Name 


No-reply 


Harshit 


Naresh 


Michelle 


Ken Seq 


Invitations 


Damien 


dhailjd 


Simran 


Organization Name 


abc 


xyz 


Frappe Technologies 


ERP NEXT 


Lead Owner 


Administrator 


simran@iwebnotes.--- 


harshit@erpnext.com 


Administrator 


Guest 


Administrator 


Administrator 


Administrator 


Administrator 


Status 


® Opportunity 


@ Lead 


@ Converted 


@ Converted 


© Lead 


© Opportunity 


@ Converted 


@ Converted 


» Lead 


Q Settings + 


Help + 


- - 


Menu + Refresh | New | 


Last ModifiedOn + 


FR-ISS-163240 


FR-ISS-130243 


FR-ISS-146216 


FR-ISS-146768 


FR-ISS-160073 


FR-ISS-146208 


FR-ISS-146736 


FR-ISS-144352 


FR-ISS-144022 


FR-ISS-146117 


Apart from the two default Filter By options, as per your requirement, you can also add other Filter By fields for any document list or report. 


Q Settings ~ 


Menu + 


Last ModifiedOn 


LEAD-2019-00004 


LEAD-2019-00059 


LEAD-2019-00058 


LEAD-2019-00053 


LEAD-2019-00047 


LEAD-2019-00015 


LEAD-2019-00055 


LEAD-2019-00056 


LEAD-2019-00057 


20 of 318 


1d 1 


Help  & 


Refresh New 


20 of 59 
20h 
20h 
4d wi 
7d i 
7d 
7d 
7d 1 
7d 2 
7d 2 
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SAVE FILTER 


can reuse them. 
B Buying 


Purchase Order 


Keports + 
List 
Calendar + 


Kanban + Add Filter 


FILTER BY Title 
Assigned To + 
Created By + Eric 
Add Fields + 


TAGS 
Tags ~ 


Show tags 


SAVE FILTER 
Status = To Bill 


Press Enter to save 


Is Global 


Title like %Scott Ties% x 
Grand Total > = 10,000.00 x 


time you open the Purchase Order list. 


B Buying 


Purchase Order 


Renan, Add Filter 
FILTER BY Title 
Assigned To 
Created By + Supplier 1 
Add Fields + 
Supplier 1 
TAGS 
Supplier 1 
Tags + 
Show tags Supplier 1 
SAVE FILTER Eric 
Mitali 
Status = TepBil x 
Title like %Scott Ties% x Mitali 
Grand Total > = 10,000.00 x 
Mitali 
Mitali 
Scott Ties 


Scott Ties 


Status 


@ ToBill 


@ ToBill 


To learn more about filters, checkout Search Filter 


know, there is no filter that is present for it out of the box. 


Status 


@ Draft 


@ To Receiv... 


@ Cancelled 


@ Cancelled 


@ ToBill 


@ To Receive 


@ To Receive 


@ To Receive 


@ To Receive 


@ Completed 


Date 
08-11-2019 
31-08-2019 


Date 


17-12-2019 


12-09-2019 


12-09-2019 


12-09-2019 


08-11-2019 


09-10-2019 


09-10-2019 


09-10-2019 


09-10-2019 


19-09-2019 


Grand Total 


2 1,000.00 


2 80,000.00 


Grand Total 


= 100.00 


2 1,000.00 


2 1,000.00 


2 1,000.00 


% 1,000.00 


2 7,080.00 


2 7,080.00 


% 4,602.00 


@ 7,080.00 


2 60.00 


Save Filter is a tool that will allow you to save a certain set of filters which are applied often in a document list or a report so that you 


Q 
% Received % Billed 
aes 
=D 


Let's say, in purchase orders, you need to search for all the purchase orders where the Grand Total is more than = 10000. However, as we 


In this case, you can create a custom filter for it and save the same condition in the ‘Save Filter’ option for you to easily access this filter every 


To save a Custom Filter, you may go to the ‘Save Filter’ option in the Left Sidebar of the list or the report. 


% Received % Billed 


t-ORD-2019-00017 1M g 2 


-ORD-2019-00003 4M 


Settings Help~ 9 & 


Menu + Refresh | New | 


& Restricted | 


Last ModifiedOn 


Settings ~ | Status F @ -& 
Menu + Refresh | New | 


Last ModifiedOn 


20 of 20 
!-ORD-2019-00018 3d 
IRD-2019-00005-2 12d i 
)RD-2019-00005-1 1M 2 
-ORD-2019-00005 1M 2 
t-ORD-2019-00017. 1M 2 
!-ORD-2019-00016 2M 4 
!-ORD-2019-00014 2M 2 
!-ORD-2019-00015 2M 2 
!-ORD-2019-00013 2M 2 
t-ORD-2019-00012 3M y 2 
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SEARCH FILTER 


Field. 


B Buying 


Purchase Order 


Reports + 
List 
Calendar ~ 


Kanban ~ 


FILTER BY 

Assigned Tow 
Created By~ 
Add Fields + 


TAGS 
Tags + 


Show tags 


SAVE FILTER 


Based On_ 


search the document. 


B Buying 


Purchase Order 


Reports + 


List 
Calendar + 


Kanban ~ 


FILTER BY 

Assigned To~ 
Created By + 
Add Fields + 


TAGS 
Tags + 


Show tags 


SAVE FILTER 


Value_ 


Each filter option has three fields. 


Add Filter Clear Filters 


Gr 


Grand Total 


Group same items 


Grand Total (Company Currency) 


Item Group (Purchase Order Item) 


Supplier 1 


Eric 


Mitali 


Add Filter Clear Filters 


Grand Total 


Title 


Supplier 1 


Supplier 1 


Supplier 1 


Supplier 1 


Eric 


Mitali 


Equals 

Grand Total 

>¥2-2019 2 100.00 

-#9-2019 ® 1,000.00 

+§9-2019 2% 1,000.00 

@ Cancelled 12-09-2019 2 1,000.00 
@ ToBill 08-11-2019 % 1,000.00 
@ ToReceive 09-10-2019 ® 7,080.00 


Status 


@ Draft 


@ To Receiv... 


@ Cancelled 


v Equals 
Not Equals 
Like 
Not Like 
In 


Not In 


@ Cancelled 
@ ToBill 08-11-2019 2 1,000.00 
@ ToReceive 09-10-2019 2 7,080.00 


The different conditions on which the filters are based are: 


Search Filter is an option that allows you to filter the records based on a particular value of a specific field in a Document. 


Search Filters are available on the List View and the Report Builder of a Document Type. 


Select the field of the document based on which you wish to filter the records. All the fields in a form will be selectable in this list. 


% Received 


For the field, you will be required to put a value of the field. In the 'based on’ field, you can define criteria based on which the system will 


% Received 


Here, you will be required to enter the value for which you are running the document search. 


% Billed 20 of 20 
!-ORD-2019-00018 3d 
IRD-2019-00005-2 12d wi 
)RD-2019-00005-1 1M 2 
-ORD-2019-00005 1M g 2 
t-ORD-2019-00017 1M 2 

GREE .- ORD - 2019-00016 2M 4 


% Billed 20 of 20 
!-ORD-2019-00018 3d 
IRD-2019-00005-2 12d oe 
)RD-2019-00005-1 1M gi 2 
-ORD-2019-00005 1M y 2 
t-ORD-2019-00017 1M a 2 

GQ --OR|D-2019-00016 2M gf 4 


Q Settings ~ w & 


Menu + Refresh | New | 


Help + 


[ ©) Restricted 


Last ModifiedOn 


Apply Remove 


Q Settings ~ w 4 


Menu + Refresh | New | 


Help + 


( &) Restricted 


Last ModifiedOn 


Apply Remove 
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B Buying 


documents. 


B Buying 


Default Filters" 


Purchase Order 


Purchase Order 
Reports + 
List 
Calendar ~ 
Kanban ~ Add Filter Clear Filters 
FILTER BY 
Grand Total 
Assigned To~ 
Created By ~ Title Status 
Add Fields + 
Supplier 1 @ Draft 
TAGS 
Tags ~ Supplier 1 @ To Receiv... 
Show tags 
Supplier 1 @ Cancelled 
SAVE FILTER Supplier 1 @ Cancelled 
Eric @ ToBill 
Mitali @ To Receive 


Reports ~ 
List 
Calendar + 
Kanban ~ Add Filter Clear Filters 
FILTER BY 
orl I 
Assigned To 
Created By + Grand Total 
Add Fields + 
Group same items 
TAGS 
Grand Total (Company Currency) 
Tags + 
Show tags Item Group (Purchase Order Item) 
slide ia Supplier 1 @ Cancelled 
Eric @ ToBill 
Mitali @ To Receive 
Mitali @ To Receive 


Type can be set from Customize Form option. 


> 
Date Grand Total 
17-12-2019 2 100.00 
12-09-2019 ® 1,000.00 
12-09-2019 2 1,000.00 
12-09-2019 % 1,000.00 
08-11-2019 2 1,000.00 
09-10-2019 ® 7,080.00 


Equals 
te Grand Total 
12-2019 2 100.00 
-09-2019 2 1,000.00 
-09-2019 ® 1,000.00 
12-09-2019 2 1,000.00 
08-11-2019 2 1,000.00 
09-10-2019 2 7,080.00 
09-10-2019 ® 7,080.00 


Q Settings ~ Help» 9 & 


Menu + Refresh New 


&) Restricted 


Last ModifiedOn + 


Apply Remove 


% Received % Billed 20 of 20 


!-ORD-2019-00018 3d 


IRD-2019-00005-2 12d wi 

)RD-2019-00005-1 1M 2 

-ORD-2019-00005 1M a2 

a t-ORD-2019-00017 1M y 2 
GQ «=-ORD-2019-00016 2M wa 


So, on a whole, an algorithm or an equation for searching the documents will be created which will allow you to fetch your desired ser of 


Q Settings ~ Help~  & 


Menu + Refresh New 


& Restricted 


Last ModifiedOn 


Apply Remove 


% Received % Billed 20 of 20 


!-ORD-2019-00018 3d 


IRD-2019-00005-2 12d oe 

)RD-2019-00005-1 1M 2 

-ORD-2019-00005 1M 2 

a= a t-ORD-2019-00017 1M y 2 
GQ «-0R|D-2019-00016 2M 4 

GEE -ORD-2019-00014 2M 2 


You can also apply multiple filters at a time. To remove a specific filter, just click on 'x' sign on it. 


There are some filters present out of the box for the views which can be used for filtering the search results. The default filters for any Document 
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B Buying Q 


Purchase Order 


Settings > Help~ (* & 


Menu + Refresh | New | 


ae ee 


Reports ~ 
List 
| &) Restricted | 

Calendar ~ Se 
Kanban + Add Filter Last Modified On + 
FILTER BY Title Status Date Grand Total Received % Billed 20 of 20 
Assigned To ~ 
Created By Supplier 1 @ Draft 17-12-2019 100.00 YRD-2019-0001 ‘| 
Add Fields + P 

Supplier 1 @ ToReceiv... 12-09-2019 % 1,000.00 'RD-2019-00005-2 12d Ue 
TAGS R 

Supplier 1 @ Cancelled 12-09-2019 2 1,000.00 1M y 2 
Tags + 
Show tags Supplier 1 @ Cancelled 2 1,000.00 ORD-2019-00005 1M 2 


COLLABORATING AROUND FORMS 


In ERP, every form comes with certain tools embedded in the system which allows you to collaborate with other users within your 
account to have quick and transparent operations. 

Following are the tools in each document using which you can collaborate with other Users in your ERP account. 

Assigned to_ 

If a Document requires some action from a particular user, you can assign that document to that User. On assignment, the user shall be 
intimated of the same via an email. Click here to learn more about this feature. 


E.g., an incoming Lead can e assigned to a particular user to ensure that the same is being pursued by them. 


B Selling 


Unico Plastics Inc. @ 7 Deliver ana Bil 


Sales Order Q Settings ~ Help~ s* & 


SAL-ORD-2019-00015 & < > Menu + Cancel 


Update Items Status ~ 


Comments 0 


Assigned To 


DASHBOARD 
Simran Mon... 
Akshita K Color Company 
Assign + Customer Unico Plastics Inc. 
Attachments Kavita 
Date 
Attach File + 
Order Type 12-12-2019 
Tags Sales 
Add a tag Delivery Date 
, 25-12-2019 
Reviews 
Customer's Purchase Order 
Shared With 
+ 
Comments_ 


For a lot of Documents, there can be information that is not a part of the transaction. To record such information, the 'Comments' feature is 


a great alternative. Checkout Comments for more. 
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> Selling > Sales Order 


Share_ 


a document shared with them. 


Tags" 


Unico Plastics Inc. @ 7 Deliver and Bill 


New Email 


# You submitted this document — 10 minutes ago 


# You changed value of Taxes and Charges Calculation from 
~10 minutes ago 


# You changed values for Actual Qty from 0 to 2 in row #0 - 10 minutes ago 
+10 gained by You via automatic rule On Sales Order Submission - 10 minutes ago 


© You To Deliver and Bill - 10 minutes ago 


§ You —12 minutes ago 


@Akshita K Kindly do the needful. 


3 Akshita K self assigned this task: Unico Plastics Inc. - 14 minutes ago 


You can share a document with the aspecific user in your ERP account. Irrespective of their roles or permissions, a User will be able to access 


Share Marketing Wishlist with 


User Can Read 


Everyone 


bruce@example.com 
simran@iwebnotes.com 


matt@example.com 


Share this document with Can Read 


bruce@example.com 
Bruce Wayne 


harshit@erpnext.com 
Harshit 


marica@erpnext.com 
Marica 


matt@example.com 
Matthew Hoffman 


You can also add tags to different Documents to classify them into categories. Click here to know more about tags. 


SAL-ORD-2019-00014 & <€ > Menu~ Cancel 


Settings ~ Help~  & 
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Reports + 


List 
Calendar ~ 


Kanban ~ 


FILTER BY 
Assigned To ~ 
Created By ~ 
Add Fields + 


Interview 


not reachable 


us 


shortlist 


Offer Letter 


Accounts 


Reviews_ 


Point System. 


Comments 


Assign + 


a few seconds ago 


the monthly target 
achievement 


+50 


B Human Resources 


Job Applicant 


B > wos 


Complete Monthly target « Net savea 


Assigned To 


Simran Mon... 


50 appreciation points 
for Simran Monteiro 


Great work done on 


Add Filter 


Applicant Name 


Ashuyousuf123 


Javeria 


Hozefa 


Akash mahyavanshi 


Siddhant Dube 


Rohan Khairnar 


Harshada Subhash Bhoir 


Rabbana Attar 


Mayank Vaishnav 


Vaishnvi Khalorkar 


Sanjay Ram 


ROHAN YEOLE 


Status 


Closed 


Priority 


Medium 


Description 


Normal > BI 


Complete Monthly target 


Status 

@ Rejected 
© Rejected 
© Rejected 
©@ Rejected 
@ Replied 
© Replied 
© Replied 
©@ Replied 
@ Replied 
@ Replied 
@ Replied 


©@ Replied 


w np & & 


Job Opening 


business-analyst 


business-analyst 


business-analyst 


business-analyst 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


software-developer 


Color 


Q Settings + 


Help» 9 & 


Menu + Refresh 
&) Restricted 


Last ModifiedOn + 


isuf123@gmail.com 


127994@gmail.com 


riwala8@gmail.com 


tanshiS@gmail.com 


2sid@gmail.com -... 


inkhairnarS5@gma... 


voir - harshadabh 


ana.shikilkar26@. 


kvaishnav96@gm 


shalorkarvaishnvi... 


n41@gmail.com 


ole@gmail.com - 


Q Settings ~ 


9h 


500 of 2285 


yg 2 


2 


2 


y 2 


Loe 


Lo 


Loe 


i 


Loe 


Loe 


Loe 


i 


For every Document, there is an option to add Reviews for any User involved in the Document. This includes all the Users to whom this 


Document was assigned, and to all the Users who have Commented on this Document. Review Points can be gained by a User using the Energy 


Help»  & 


&<> Menu | save | 


TASK-2019-00051 


Reopen New 


Due Date 


02-12-2019 


Allocated To 


simran@iwebnotes.com 


Shared With 
+ 
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DELETE COMPANY TRANSACTIONS 


the other master data like Customers, Items, BOMs intact. 


and start over again. This can be done in two ways: 


1. Transaction Deletion Tool_ 


listed in the Excluded DocTypes table. 
To access Transaction Deletion Tool, go to: 


Home > Setup > Transaction Deletion Tool 


follow these steps: 

1. Go to Transaction Deletion Tool. 

2. Create a new doc by clicking on New. 

3. Enter the name of the Company whose records you wish to delete. 
4. Save and Submit. 


And voila, your Company's as good as new. 


B > Transaction Deletion Record >» TDLOO19 


TDLOO19_ - compietea 


>. Assigned To 
Company * 
+ 
Pied Piper 
Attachments 
Summary 
Attach File + 
N DocTyr 
vw Reviews 
+ 1 Process Deferred Accounting 
2 Department 
$ Shared With 
+ 
Excluded DocTypes 
® Tags 
No DocType 
Add a tag 
1 Account 
2 Cost Center 
0 0 FOLLOW 
3 Warehouse 
You edited t 4 Budget 
5 minutes ago 
You created this 5 Party Account 
minutes ago 
6 Employee 


2. Delete Transactions_ 
1. Goto Home > Accounting > Company and find your company. 
2. Onthe top right, you'll find the Delete Transactions button under Manage. 


Enter your password. 


ek w& 


Enter the company name to confirm. 


Q Search or type a command (Ctrl + G) 


You can delete all the transaction data like Sales Invoices, Sales Orders associated with a company and start afresh, while keeping 


Often, users setup all the master data and then create a few dummy records. Then they want to delete the dummy records and the company 


This feature allows you to delete all the records associated with the specified company, except for the ones belonging to the DocTypes 


Tread with caution while using this- records once deleted using this can never be recovered. But if you're certain you want to start over, 


The Summary table displays the names of the DocTypes whose records were deleted as well as the number of records that were deleted. 


Cancel 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 
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Ba > Company > Frappe Q Search or type a command (Ctrl + G) Qa Help ~ A 


= Frappe View: Managge> < > @& 


Create Tax Template 


Delete Transactions 


Graph «~ 
Cc 


This will submit a record in the Transaction Deletion Tool DocType. 


° Message 


Successfully deleted all transactions related to this company! 


Note:_ 


To perform this action, the user must have the role of System Manager. 


CONFIGURATION- TO-DO AUTO CREATION 


Every Document in ERP has an option called ‘Assign To’ in the side-bar. Using this option, any Document can be assigned to the user. The 


User would be assigned a ToDo simultaneously. 
B Selling 


Unico Plastics Inc. ¢ overdue 


Sales Order Q Settings ~ Help  & 


SAL-ORD-2019-00001 & <€ > Menu~ Cancel 


Comments 1 Update Items Status ~ 
Assigned To 
DASHBOARD 
Assign + 
Ly 
Attachments Color Company 
Attach Fhe + Suse. Unico Plastics Inc 
Tags Cotton King 
Date 
Add a tag ... 
ercer Re 07-09-2019 
Reviews Sales 
ry Delivery Date 
25-09-2019 
Shared With 
+ Customer's Purchase Order 


Under such conditions, the three ToDo statuses are defined as per the updates on the assignment. 
Let's consider a scenario where a ToDo is assigned via an Issue. Let's say that there are 2 levels of Support in an organization L1 and L2 and 
every new support ticket is considered as an L1 support issue and assigned to relevant team members. In this case, the ToDo statuses would 
vary as follows: 

1. Open: When an issue is created and assigned to an L1 support team member. 

2. Closed: L1 support team member identifies the issue and resolves it. 

3. Cancelled: L1 support team member identifies the issue as an L2 support level issue and assigns it to the relevant team member. 
Reopening of Closed Assignments_ 


In the same scenario as above, let's say that the support ticket was marked close by an L1 support team member. However, the |Ssue gets 
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reopened if the ticket is reopened again, or there was an activity in this issue 


Simultaneously the ToDo associated with the Support Ticket will also be reopened. 


B Tools ToDo Q Settings ~ Help~ @ & 
Not able to save Payment Entry(Receipt) © oven B<>  Menu~ | save | 
Comments (0) ISS-2019-00002 Close New 
Assigned To Status Color 
Assign + 

Open v 
Attachments 
Attach File + Priority Due Date 

Medium v 02-12-2019 
Tags 
Add a tag 

Allocated To 

Reviews akshita@erpnext.com 


+ 


CONFIGURATION- TREE MASTER RENAMING 


There are various documents in ERP which are maintained in a tree structure. 


Read about managing tree structures to learn more. 


Following are the steps to be followed for renaming the ID of a master which is maintained in a tree structure. Let's rename an Account for 
the instance. 
e Step 1: Go to the Tree View of the Document 


e@ Step 2: Go to the node of the Document which you wish to rename 


When you click on that node, you will have an option to ‘Rename’ the document. 


B Stock Q Settings > Help~ * & 
Item Group Tree Menu ~ | New | 
Expand All 


& All Item Groups 


By-product — 

@ Consumable [e{ Rename) 
Fertilizer er, 
Machinery 
Produce 
Products 
Raw Material 
Seed 
Services 


Sub Assemblies 


e@ = Step 3: Rename Account 


When you click on rename, a box will pop-up wherein you will be allowed to rename the document. 


P.O.Box 128448, Dubai, United Arab Emirates es 
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B Stock 


Item Group Tree 


& All Item Groups 
By-product 
Consumable 
Drug 
Fertilizer 
Laboratory 
Produce 
Products 
Raw Material 
Seed 

@ Services Edit Rename Delete 


Sub Assemblies 


CONFIGURATION- LETTER HEAD IN THE REPORT 


In the reports, Letter Head is fetched from the Company master. 


Company master. 


Explore > Accounting > Company 
B Settings 


ABC Technologies ° Not saved 


Company 


Abbr 
Administrator edited this AT 
13 hours ago 
Change Abbreviation 
You created this 
3m 5 ago 
3 months ago Is Group 


40.05MB (0%) used 


DEFAULT VALUES 
Default Currency 


Default Letter Head 


ABC Companies Letter Head 


Bright Appliances 


DEF Mall Letterhead 


+ Create a new Letter Head 


Q Advanced Search 


Q Settings Helpy 9 & 


To have the company's Letter Head fetched correctly in the report, please ensure that you have updated the default Letter Head in the 


Domain 


Retail 


Country 


India 


Create Chart Of Accounts Based On 


Standard Template 


Chart Of Accounts Template 


India - Chart of Accounts 


Tax ID 


Date of Establishment 


In a Company master, if no Letter Head is set as default, then in the reports, Letter Head having Default field checked will be fetched. 


vem | New | 


Expand All 


Settings ~ Help~ 9 & 


8&<> = Menu~ 
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B Settings Letter Head Q Settings ~ Help~ i & 
ABC Companies Letter Head « enabies B <> Menu 
Comments tt) Letter Head Based On 
Disabled 
Assigned To HTML ¥ 
Default Letter Head 
Assign + 
Attachments 
& Screenshot 2019-09-... HEADER 
Attach File + 
Header HTML 
Tags Preview 
id 
nee 1 <center><img src="/files/Screenshot 2019-09-12 at 2.42.37 PM.png" style="width: 100%; "></center> 
Reviews 
+ 
Shared With 
+ 


You edited this 
3 months ago 


You created this 


3 months ago Letter Head in HTML 


If you are managing multiple companies in a single ERP account, then ensure that for each Company, default Letter Head is set in the 
Company master. 


After updating Letter Head in the Company master, refresh your ERP account, and then check the print format of a report. 
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CONFIGURATION- SYNC DOCTYPES WITH EVENTS CALENDAR 


Create calendar view for sales order, sales invoice or any other doc-types by following these simple steps 


e —=—- Type ‘Calendar View List' in the awesome bar/ Search bar. 

@ Click on new to create a new Calendar List 

e@ Select the Reference Doc-Type you want to be view in the calendar. Eg: Sales Order 
e = Set the Start date and End date fields. Eg: Delivery Date. 


e@ Save your changes. 


B Tools 


Q Settings ~ Help» s* & 
Event Calendar Menu~ Refresh [NE 
Calendar + 
December 2019 < today > month week day 

Kanban + 

SUN MON TUE WED THU FRI SAT 
FILTER BY 
Assigned To + 

1 2 3 4 5 6 7 

Add Fields + 
TAGS 
Tags 8 9 10 nN 12 ® 14 


SAVE FILTER 


15 16 7 18 19 20 21 


22 23 24 25 26 27 28 


29 30 31 
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| | 


forward links. 


document has been linked to. 


B Selling 


Sales Order 


Unico Plastics Inc. ¢ % Deliver 


Comments 0 


Assigned To 


Attachments 


Tags 


Add 


Reviews Sales 


Shared With 


Administrator edited this 


3 days ago 


Administrator created this 


TRANSACTIONS - CHECKING LINK BETWEEN DOCUMENTS 


Every document can be linked to various other documents in ERP. 


The ‘Links’ tool gives you an option to check if the current document is linked to any previous documents and lists down all the 


To do so, you can simply go to the menu and click on ‘Links’. A Pop-Up box will open which will list down all the documents that this 


Note: This option will only show you the forward links in a document; the backward links can be found within the document itself. 
E.g., if you want to check, which Sales Invoices are linked to your Sales Order, you can check the ‘Links’ from the dropdown menu. However, 


the information about the Quotation with which this Sales Order has been linked shall be present within the Document itself. 


Unico Plastics Inc. 


16-12-2019 


elivery Date 


24-12-2019 


Customer's Purchase Order 


Q Settings + Help~  & 


SAL-ORD-2019-00016 & < > mene Cancel 
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Scenario_ 


be made thereafter. 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 


Add a tag 


Reviews 


Shared With 


Simran Monteiro edited this 
9 days ago 


Simran Monteiro created this 


B Selling Sales Order 


Comments L) 


TRANSACTIONS - DUPLICATE RECORDS 


Unico Plastics Inc. @ 7 Deliver and Bill 


DASHBOARD 


Customer 


Kavita 


Order Type 


Sales 


ADDRESS AND CONTACT 


Y AND PRICE LIST 


‘Duplicate’ is a feature that helps you to copy values of existing document as-is into a new document. 


A customer has placed a ‘reorder’ for certain items with an electronic items supplier. 
Since the new Sales Order will have all the details the same as that of the original Sales order, the supplier can simply open the original one 


and ‘Duplicate’ the order. The values of the original document will get updated as it is in the new Sales Order. Any changes, if required can 


To make a Duplicate document, you can go to the original document and click on ‘Duplicate’ from the Drop-Down menu. 


Q Settings + Helpy  & 


SAL-ORD-2019-00013 & <¢ > ment Cancel 


Update Items 


Company 


Unico Plastics Inc. 


Date 


11-12-2019 


Delivery Date 


31-12-2019 


Customer's Purchase Order 
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TRANSACTIONS - RESTORE DELETED DOCUMENTS 


Use Case: Need to restore/ retrieve the documents that were deleted. 
Steps: 


1) Go to Settings > Deleted Documents (or search for "Deleted Document list" in the search bar). 


B Settings sales 


Deleted Document 


Sales Invoice Item-reference_dn Custom Field 


Sales Invoice Item-reference_dt Custom Field 
Sales Invoice-ref_practitioner Custom Field 
Sales Invoice-patient_name Custom Field 
Sales Invoice-patient Custom Field 
Sal Slip/HR-EMP-00026/00001 Salary Slip 


Sal Slip/HR-EMP-00026/00001 


e6fc605226 DocShare 
9d0613551a User Permissior 
ACC-SINV-2020-00001 Sales Invoice v 


PUR-ORD-2019-00018 


Purchase Order 


PUR-ORD-2019-00019 


PUR-ORD-2019-00018 Purchase Order v 
Oeab3489f4a List Filter 
9ce741c0f8 List Filter 
24905bb0ee List Filter 
39a6209b89 List Filter 
2b59a7aG6ad st Filter 


This helps you confirm whether it is the same document you want to restore. 


2) Search for the deleted document. You can also filter out the document based on the Deleted DocType. For example we need to restore 


the Purchase Order, PUR-ORD-2019-00019. To do so, search for the same in the deleted document list and open it. 


Settings + 


cSafStta 


Sba8a6b01d 


8e1 


a469e12c 


0d55964 


2be2f922 


€2649aa867 


O050b67eceb 


fed2dbcad4 


3) Click on the "Restore" button as shown below. Also note the Data box which gives the information on various fields of the document. 


Help~  &@ 


Menu + Refresh 
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Settings 


Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag ... 


Reviews 
+ 
Shared With 


+ 


Akshita K edited this 
a month ago 


Akshita K created this 
a month ago 


Deleted Document 


PUR-ORD-2019-00019 


sales 


Deleted Name 


PUR-ORD-2019-00019 


Deleted DocType 


Purchase Order 


Data 


WWONDAUNEWNE 


10 


“additional_discount_percentage": 0.0, 
“address_display": null, 
“advance_paid": @.0, 

“amended_from": null, 
“apply_discount_on": "Grand Total", 
“auto_repeat": null, 
“base_discount_amount": 0.0, 
“base_grand_total": 0.0, 
“base_in_words": "INR Zero only.", 
“base_net_totaL": 0.0, 
“base_rounded_total": 0.0, 
“base_rounding_adjustment": @.0, 
“base_taxes_and_charges_added": @.0, 
“base_taxes_and_charges_deducted": 0.0, 
“base_totaL": 0.0, 
“base_total_taxes_and_charges": @.0, 
“buying_price_list": "Standard Buying", 


“comnany"* “linicn Plastics Tne " 


Document Restored 


Restored 


New Name 


Q Settings y Help~y * & 


f7ea4b0ac4 <> Menu 


4) Once the Restore button is clicked, the document gets restored in Draft State with a New Name according to the Naming Series. 
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Settings Deleted Document 


case, Purchase Order list). 


Settings Deleted Document 


sales 


Comments 0 
Assigned To Deleted Name 
Assign + 
PUR-ORD-2019-00019 
Attachments 
Attach File + Deleted DocType 
Purchase Order 
Tags 
Add a tag 
Reviews Data 
we 1 
2 “additional_discount_percentage": 0.0, 
; 3 “address_display": null, 
Shared With 4  “advance_paid": 0.0, 
i “amended_from": null, 
+ 6 "“apply_discount_on": “Grand Total", 
7 “auto_repeat": null, 
8 “bpase_discount_amount": 0.0, 
9 "“base_grand_total": 0.0, 
1@ “base_in_words": "INR Zero only.", 
11 “base_net_total": 0.0, 
12 “base_rounded_total": 0.0, 
Akshita K edited this 13 =“base_rounding_adjustment": 0.0, 
a month ago 14 “base_taxes_and_charges_added": @.0, 
15 “base_taxes_and_charges_deducted": 0.0, 
Akshita K created this 16 "“base_total": 0.0, 
a month ago 17 “base_total_taxes_and_charges": 0.0, 
18 “buying_price_list": "Standard Buying", 
19 “camnanv": “linica Plastics Tac" 


5) You can directly open the newly restored document through the "Open" 


sales 


Comments Ui) 
Assigned To Deleted Name 
Assign + 
PUR-ORD-2019-00019 
Attachments 
Attach File + Deleted DocType 
Purchase Order 
Tags 
Add a tag 
Reviews Data 
+ _ fi 
a “additional_discount_percentage": 0.0, 
: 3 “address_display": null, 
Shared With 4  “advance_paid": 0.0, 
5 “amended_from”": null, 
i 6 "“apply_discount_on": "Grand Total", 
7 “auto_repeat": null, 
8 “base_discount_amount": 0.0, 
9 "“base_grand_total": 0.0, 
1@ “base_in_words": "INR Zero only.", 
ay “base_net_total": 0.0, 
12 “base_rounded_total": @.0, 
Akshita K edited this 13 “base_rounding_adjustment": 0.0, 
a month ago 14 “base_taxes_and_charges_added": @.0, 
15 “base_taxes_and_charges_deducted": 0.0, 
Akshita K created this 16 “base_total": 0.0, 
a month ago 17 “base_total_taxes_and_charges": @.@, 
18 “buying_price_list": "Standard Buying", 
19 “camnanv"* “linica Plastics Tac" 


Q Settings > Help~ s* & 


PUR-ORD-2020-00002 


button or search for the same in that document's list (in this 


PUR-ORD-2020-00002 


f7ea4b0ac4 <> Menuw 


Open 


Q Settings Helpy 9 & 
f7ea4b0ac4 <> Menur 
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Buying sales Q Settings Help~y 9 & 
Purchase Order Menu~ — Refresh 
Reports + Unico Plastics Inc. 
List 
Calendar ~ 
Kanban ~ Add Filter Last ModifiedOn + 
Pe eY Title Status Date Grand Total % Received % Billed 20 of 21 
Assigned To + 
Created By ~ Scott Ties -ORD-2020-00002 
Add Fields + 
Scott Ties @ Draft 04-01-2020 -ORD-2020-00001 22d 
TAGS 
Supplier 1 @ ToReceiv... 12-09-2019 % 1,000.00 IRD-2019-00005-2 2M 1 
Tags ~ 
Show tags Supplier 1 @ Cancelled 12-09-2019 2 1,000.00 )RD-2019-00005-1 3M 2 
SAVE FILTER Supplier 1 @ Cancelled 12-09-2019 2 1,000.00 -ORD-2019-00005 3M 2 
Eric @ ToBill 08-11-2019 21,000.00 t-ORD-2019-00017 3M 2 
Mitali @ ToReceive 09-10-2019 ® 7,080.00 GD --ORD-2019-00016 4M 4 
Mitali @ ToReceive 09-10-2019 2 7,080.00 GD. -ORD-2019-00014 4M 2 
Mitali @ To Receive 09-10-2019 ® 4,602.00 GREE |-ORD-2019-00015 4M 2 
Mitali @ To Receive 09-10-2019 @ 7,080.00 GREED |-ORD-2019-00013 4M 2 
Buying Purchase Order sales Q Settings Help~ (* & 
Comments i) Submit this document to confirm 
Assigned To 
DASHBOARD 
Assign + 
Attachments Related Payment 
Attach File + Purchase Receipt Payment Entry 
Tags Purchase Invoice Journal Entry 
Add a tag 
Reference Sub-contracting 
Reviews 
Material Request Stock Entry 
+ 
Supplier Quotation 
Shared With 
Project 
if 
Auto Repeat 
Date 
You edited this 20-12-2019 
5 minutes ago 
Reqd By Date 
Akshita K created this 
a month ago 31-12-2019 
Supplier 
Scott Ties 
Supplier Name 
Scott Ties 
Company 
48_btt 5 ; 
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TRANSACTIONS - DELETING AND RESTORING DOCUMENTS 


Entries, etc. 


To delete a document, you can go to the dropdown menu of the document and select ‘Delete’. 


B Stock 


Delivery Receipt 


Reports + 
List 
Images 
Calendar ~ Add Filter 
Kanban + 
1 iter 

ER BY 
Assigned To + Kavita ®@ Draft 
Created By + - 
Add Flelde +: Cotton King @ Draft 

Cotton King © To Bill 2 5,000.00 


B Buying 
Purchase Order 


Reports + Unico Plastics Inc. 


List 
Calendar + 


Kanban ~ Add Filter 


FILTER BY 1 items selected 


Assigned To + 


Created By ~ Scott Ties © Draft 20-12-2019 
Add Fields + 
& Supplier 1 © Draft 7-12-2019 % 100.00 
a Supplier 1 @ ToReceiv... 12-09-2019 2 1,000.00 
Supplier 1 @ Cancelled 2-09-2019 2 1,000.00 
FILTER Supplier 1 @ Cancelled 2 1,000.00 
Eric @ ToBill 08-11-2019 21,000.00 


Status = To Rill a 


the document. 


Restoration of Deleted Documents_ 


To access Deleted Documents, go to: 
Home > Settings > Data > Deleted Documents 
1. How to Restore Deleted Documents_ 

1. Goto Deleted Documents List 

2. Open the deleted Document 


3. Click on the Restore button. 


For bulk deletion, you can select multiple Cancelled records and delete them at once from the List View. 


Settings + Help + 


In ERP, you can delete a document if not needed. They can be masters like Items, Customer or transactions like Sales Order, Payment 


 -& 


Menu + Refresh 


Create Delivery Trip 


Edit 


Assign To 


Apply Assignment Rule 


T-DN-2 Print 


\T-DN-2 Submit 


T-DN-2 Cancel 


Settings ~ Help + 


Menu + Refresh 


ww 4 


Restricted ; 
Last Modified O: + 
20 of 2 
ORD-2019-00019 now 
-ORD-2019-00018 im 
) 13d 1 
)RD-2019-00005-1 1M yh 2 
-ORD-2019-00005 1M a 2 
-~ORD-2019-00017 1M a2 


Further, any document, if deleted by mistake, or is required after deletion, can also be restored from the Deleted Documents list. 


Note: Any submittable document will not be deleted after submission. To delete a submitted document, you will be required to first ‘cancel’ 
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List 
Calendar ~ 


Kanban ~ 


FILTER BY 
Assigned To + 
Created By + 
Add Fields + 


TAGS 


Tags + 


Show tags 


B Settings 


Deleted Document 


Add Filter 
Deleted Name 
Te-20te-o0n 
226ce56aea 
5308962ca3 


Sab84bb15d 


Deleted DocType Restored 


Timesheet 


ToDo 


ToDo 


ToDo 


Note: If the document was deleted after getting + cance/ea*, it would be restored with a new name. 


Q Settings ~ 


Last ModifiedOn + 


864959791d 


50fb167233 


905b013637 


6973f46d7a 


Further, Only those Users having System Manager Role assigned to them can restore deleted documents. 


Menu Refresh 


Help~  & 


100 of 256 


now 


20m 


20m 


20m 
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TRANSACTIONS - BULK RENAME 


Using the Bulk Rename tool, you can choose to rectify/change multiple document IDs at once. This tool is only accessible to the User who 
has the System Manager role assigned. 

Rename Tool_ 

You can rename IDs of up to 500 records at a time. The following are steps to bulk rename bulk records. Let's assume we are renaming 
Employee IDs for the existing employees. 

Step 1: Open Excel File_ 

In a spreadsheet file, enter old Employee IDs in the first column, new Employee Ids in the second column, and whether this record should 


be merged with an existing (false by default). Save spreadsheet file in a CSV format without the header. 


Old Name New Name Merge 
HR-EMP-00001 EMP0001 FALSE 
HR-EMP-00002 EMPO002 FALSE 
HR-EMP-00003 EMP0003 FALSE 
HR-EMP-00004 EMPO0004 FALSE 
HR-EMP-00005 EMPO005 FALSE 
HR-EMP-00006 EMPO006 FALSE 


Step 2: Upload Data File_ 

To upload data file go to, 

Settings > Data > Bulk Rename 

Select DocType which you want to rename. Here, DocType will be Item. Then Browse and Upload data file. 


Depreciation Schedule 


- e Q Settings + Help~ 7 & 
Designation 
Diagnosis 
Re Bae 
Dosage Form 
Driver 


Email Account 

Email Template 

Employee Benefit Application 
Employee Grade 

Employee Health Insurance 
Employee Tax Exemption Category 
Employee Tax Exemption Declaration 
Employee Tax Exemption Proof Submission 
Employee Tax Exemption Sub Category 
Employment Type 

Expense Claim Type 

Fee Category 

Fee Component 

Fee Structure 

Grading Scale 

Guardian 

Healthcare Practitioner 

Healthcare Service Unit 

Healthcare Service Unit Type 
Holiday List 

Homepage Section 

Hotel Room 

Hotel Room Type 

Industry Type 

Issue 
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TRANSACTIONS - RENAMING DOCUMENTS 


Using Renaming feature, you can change the name of a master document. 
Using this feature, you can also merge two master documents into a single one. 


Check List of Renamable Documents for the list of all the documents that can be renamed in the system. 


Steps to rename a Document_ 
Step 1: Go to the document that you wish to rename. 


Step 2: From the drop-down menu, select the option ‘Rename’. 


B Selling Territory co Settings + Help~ 7 & 
South Asia B <> | Menigg 
Comments it) Parent Territory Territory Manager 
Assigned To All Territories 
Assign + For reference 

Is Group 
Attachments 


Attach File + 
TERRITORY TARGETS 
Tags 


Add a tag Set Item Group-wise budgets on this Territory. You can also include seasonality by setting the Distribution 


Targets 
Reviews 


re Item Group Fiscal Year Target Qty Target Amount Target Distribution 


Shared With 


+ 


Add Row 


You edited this 
3 minutes ago 


Add a comment Comment 
You created this 


Alternatively, you can also click on the Title of the document, which will result in a pop-up, wherein you will be able to change the name of 


the document that you wish to rename. 


B Selling Territory Q Settings + Help~  & 
South Asia © Not saved B <> Menu~ 
Ls 
Comments i) Parent Territory Territory Manager 
Assigned To All Territories Sales Team 
Assign + For reference 
Is Group 
Attachments 


Attach File + 


TERRITORY TARGETS 


Tags 
Add a tag Set Item Group-wis s Territory. You can also inclu seasonality by setting the Distribution. 
Targets 

Reviews 

+ Item Group Fiscal Year Target Qty Target Amount Target Distribution 
Shared With 

- 

Add Row 
You edited this 
a minute ago 
Add a comment Comment 


You created this 
Effect of Renaming_ 


Renaming a document will affect all the existing transactions liked to this document. E.g., If you are changing the Item Code for an Item, 
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List of Renamable Documents_ 


1. Contact 
Address 
Warehouse 
Supplier 
Customer 


2 

3 

4 

5 

6. User 
7. — Sales Partner 
8 
9 


Project 

Cost Center 
10. Item Group 
11. Item 
12. Company 
13. Role 
14. Earning Type 
15. Note 
16. Serial No 
17. Account 
18. Territory 
19. Terms and Conditions 
20. Supplier Group 
21. Workstation 
22. Employee 
23. Sales Taxes and Charges Master 
24. Purchase Taxes and Charges Master 
25. Price List 
26. Party Type 
27. Mode of Payment 
28. Designation 
29. Department 
30. Deduction Type 
31. Customer Group 
32. Brand 
33. Branch 
34. Sales Person 


Following is the list of all the documents that can be renamed. 


the same will be updated in all the existing transactions wherein this Item is linked. 
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TRANSACTIONS - COPY PASTING MULTIPLE RECORDS FROM EXCEL 


If you have a sequence of records saved in an excel sheet, that need to be mapped into a Child Table in ERP, the same can be done 
using this feature. 
Let's say, you have a list of items saved in an Excel sheet, and you need to copy the same to the ‘Items’ Child Table in the Sales Order. 


Steps to Copy Paste records from excel 


e Prepare the source data in Excel or text editor with each column separated by a tab. 


O A | B | c D 
Table 1 
1 Rate 
2 
4 


e Drag to select the records, and click the copy menu button or by Ctrl + C (Cmd + C) for 
Case 1. The first column of the excel sheet should be the Column header and the contents therein. 


Case 2. When there is no defined column header, the data will be mapped to the visible columns. 


@) A B c D E r 


20-12-19 2.000 
' / Freeze Header Rows 


20-12-49 
. . v Freeze Header Columns 


Add Rows Above 
Add Rows Below 


Add Header Columns Before 
Add Columns After 


Delete Rows 
Delete Columns 


Sort Rows Ascending by “Quantity” 
Sort Rows Descending by “Quantity” 


Show Sort Options 
Show Filter Options 


Show Category Options 


Cut 

Copy 

Paste 

Paste and Match Style 
Clear All 
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e Place the cursor to the target input field of the child table, and paste it. Unlike the import via upload file feature, this copy & paste 


feature will trigger field change events automatically. 


pneetl 


A B c LP) E F G I 


Table 1 
Delivery Date Quantity Rate 
20-12-19 | 3.000 


20-12-19 | 1.000 
| Table Styles 
° 


Headers & Footer 
HH 1 1 Ey o 


Table Name 

Rows 22 
Columns 7 
Table Font Size ti | 
Table Outline 


—) GHD) os5m 


_ | Outline table name 


Gridlines 


For performance consideration, you should only paste less than or equal to 100 records at a time. 


TRANSACTIONS - ADDING ATTACHMENTS TO OUTGOING MESSAGES 


You can add attachments to outgoing emails on-the-go in ERP. 
If you have certain files attached to your document and wish to attach the same to the outgoing email, you can do so by simply picking it 


from the attachments list. 


B Buying Purchase Order Q Settings ~ Helpy 9 & 
Supplier 1 @ Draft PUR-ORD-2019-00018 & <> Menur 
Total Net Weight 
oO 

Tax Category Shipping Rule 

Purchase Taxes and Charges Template 

Purchase Taxes and Charges r 

Type Account Head Rate Amount Total 
Add Row 
a 
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TRANSACTIONS - DOCUMENT VERSIONING 


In ERP, Document Versioning is a feature that allows you to track all the changes made in a form or a document. 
This feature comes handy while conducting an Audit Tail to check on what changes were made in a document along with the time of change 


and the stakeholder responsible. 


B Support Issue Q Settings ~ Help~  & 
Tax in Expense claim ® close Iss-2019-00003 & <> Menu~ 


@ Akshita K self assigned this task: Tax in Expense claim — 22 minutes ago 


# Administrator changed value of Status from Open to Closed, Priority from High to Low, Response By from 25-07-2019 13:58:33 to 25-07- 
2019 15:58:33 — 5 months ago 


# Administrator changed value of Priority from Low to High, Response By from 25-07-2019 15:58:33 to 25-07-2019 13:58:33, Response By 
Variance from 3 to 1— 5 months ago 


# Administrator changed value of Status from Closed to Open, Resolution Date from 25-07-2019 12:50:06 to "" — 5 months ago 
# Administrator changed value of Response By from 25-07-2019 15:49:48 to 25-07-2019 15:58:33 — 5 months ago 
Admin resetted Service Level Agreement - To update - 5 months ago 


# Administrator changed value of Status from Replied to Closed, Service Level Agreement Fulfilled from Ongoing to Fulfilled, Resolution Date 
from "“ to 25-07-2019 12:50:06 - 5 months ago 


# Administrator changed value of Status from Open to Replied, First Responded On from "" to 25-07-2019 12:49:56 — 5 months ago 


# Administrator changed value of Priority from High to Low, Response By from 25-07-2019 13:49:39 to 25-07-2019 15:49:48, Response By 
Variance from 1 to 3 — 5 months ago 


# Administrator changed value of Priority from Medium to High, Response By from 25-07-2019 14:49:27 to 25-07-2019 13:49:39, Response By 
Variance from 2 to 1— 5 months ago 


# Administrator changed value of Priority from Low to Medium, Response By from 25-07-2019 15:46:03 to 25-07-2019 14:49:27, Response By 
Variance from 3 to 2-5 months ago 


Administrator created — 5 months ago 


How to Enable Document Versioning_ 

Let's assume that we need to enable Document Versioning for Purchase Order. 
1. Go to Purchase Order List. 
2. — Click on Customize from the drop-down menu. 
3. You shall be directed to the Customize Form page for Purchase Order. 
4 


Check the field "Track changes" in the Properties. 
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With this, Document Versioning shall be enabled for all the Purchase Orders edited henceforth. 


Version Log_ 


document. 


When you click on these links, you will be directed to a log of all the fields and the changes made therein. 


Tax in Expense claim ® closed 


Support Issue 


Q 


For each document that has Document Versioning enabled, a Version Log is created. Herein, there will be links to specific versions of the 


Settings + 


ISS-2019-00003 & <> Menur 


# Administrator changed value of Status from Open to Closed, Priority from Hosp to Low, Response By from 25-07-2019 13:58:33 to 25-07- 


= 
B Buying Q Settings ~ Helpy  & 
Purchase Order Menu+ — Refresh 
Reports + Unico Plastics Inc. 
List 
Calendar ~ 
Kanban ~ Add Filter Last ModifiedOn # 
FILTER BY Title Status Date Grand Total % Received % Billed 19 of 19 
Assigned To~ 
Created By ~ Supplier 1 @ ToReceiv... 12-09-2019 2 1,000.00 'RD-2019-00005-2 5d wi 
Add Fields + 
Supplier 1 @ Cancelled = 12-09-2019 2 1,000.00 2RD-2019-00005-1 1M ywr2 
TAGS 
Supplier 1 @ Cancelled 12-09-2019 2 1,000.00 -ORD-2019-00005 1M yh 2 
Tags + 
Show tags Eric © ToBill 08-11-2019 21,000.00 t-ORD-2019-00017 1M 2 
SAVE FILTER Mitali @ ToReceive 09-10-2019 2 7,080.00 GRC =-ORD-2019-00016 2M 4 
Mitali @ ToReceive 09-10-2019 2% 7,080.00 GREET --ORD--2019-00014 2M we 
Mitali @ ToReceive 09-10-2019 % 4,602.00 GRD .- ORD-2019-00015 2M 2 
Mitali @ ToReceive 09-10-2019 2 7,080.00 GEE .- ORD-2019-00013 2M 2 
Scott Ties @ Completed 19-09-2019 250.00 GD GHEE .-ORD-2019-00012 3M yr2 
Chawla Traders @ ToReceiv... 18-09-2019 2-ORD-2019-00011 3M 2 


Help~ s* & 


2019 15:58:33 — 5 months ago 


Variance from 3 to 1— 5 months ago 


Admin resetted Service Level Agreement - To update —- 5 months ago 


from "" to 25-07-2019 12:50:06 — 5 months ago 


Variance from 1 to 3 — 5 months ago 


# Administrator changed value of Priority from Low to High, Response By from 25-07-2019 15:58:33 to 25-07-2019 13:58:33, Response By 


# Administrator changed value of Status from Closed to Open, Resolution Date from 25-07-2019 12:50:06 to "" — 5 months ago 


# Administrator changed value of Response By from 25-07-2019 15:49:48 to 25-07-2019 15:58:33 — 5 months ago 


# Administrator changed value of Status from Replied to Closed, Service Level Agreement Fulfilled from Ongoing to Fulfilled, Resolution Date 


# Administrator changed value of Status from Open to Replied, First Responded On from ““ to 25-07-2019 12:49:56 — 5 months ago 


# Administrator changed value of Priority from High to Low, Response By from 25-07-2019 13:49:39 to 25-07-2019 15:49:48, Response By 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800696 - 80 - 


43 _ bt oi 
mMmAN ENERGY 


[ 


TRANSACTIONS - ACCESS LOG 


Access Log is a security feature that logs all data exports by all users in the system. 
It is a tool for System Managers to track which files were accessed or exported by users on the system. This is useful for tracking your 
company's sensitive information like transactions or financials. 


Access logs are created in the following events: 


e Printing of all Forms and Reports 
e Private file downloading 
e Exporting via XLSX/CSV formats 
In ERP, Access Log is available to System Managers, it can be accessed using the Global Search or through: 


Home > Users and Permissions > Logs > Access Log 


B Settings Q Settings ~ Help~  & 
Access Log Menuy Refresh 
Reports ~ 
List 
Add Filter Last ModifiedOn 

Calendar + 
Kenbanss: Name Export From User Reference Document 57 of 57 
FILTER BY AL-00060 akshita@erpnext.com AL-00060 20m 
Assigned To~ 
Created By ~ AL-00059 Purchase Order Admini PUR-ORD-2015 AL-00059 17d 
Add Fields + 

AL-00058 Purchase Order Administrator PUR-ORD-2019-00--- AL-00058 17d 

: AL-00057 Purchase Order Administrator PUR-ORD-2019-00.-- AL-00057. 17d 

Tags ~ 
Show tags AL-00056 Purchase Order Administrator PUR-ORD-2019-00... AL-00056 17d 
SAVE FILTER AL-00055 Purchase Order Administrator PUR-ORD-2019-00.-. AL-00055 17d 

AL-00054 Administrator AL-00054 1M 

AL-00053 Administrator AL-00053 1M 

AL-00052 Administrator AL-00052 1M 

AL-00051 Salary Structure Ass-. Administrator AL-00051 1M 

AL-00050 Employee Tax Administrator AL-00050 1M 


In case an access log is created on the event of exporting a Report, a Show Report button will be generated in the respective log. On clicking 


this button, the exported report can be viewed along with the set filters. 
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B Settings Access Log Q Settings Help»  & 
AL-00060 &<>  Menu~ 
Comments oO LOG DATA 
Assigned To User Timestamp 
Assign + 
2 akshita@erpnext.com 19-12-2019, 2:06 pm IST 
Attachments 
Attach File + 
FILE INFORMATION 
Tags 
Add a tag File Type 
i PDF 
Reviews 
* Method 
Shared With Print 
+ 


REPORT INFORMATION 
Report Name 


Bank Reconciliation Statement 
You edited this 


3 minutes ago 
Filters 


You created this 


{"account":"HDFC - UP","report_date":"2019-12-19"} 
3 minutes ago 


Similarly, a Show Document button is generated in case of events related to documents directly such as document Printing and Private File 


download. 
B Settings Access Log Q Settings + Help~ s* & 
AL-00059 @<> Menu 
Comments tt) 106 DATA 
Assigned To Export From Reference Document 
A + 
ee Purchase Order PUR-ORD-2019-00005-1 
Attachments 
User Timestamp 
Attach File + 
Administrator 02-12-2019, 5:25 pm IST 
Tags 
ai [sorsecne | 
Reviews 
+ 
FILE INFORMATION 
Shared With File Type 
+ PDF 
Method 
Print 


Administrator edited this 
17 days ago 


Events such as Raw Printing save information along with the chosen template for the document. 
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> Settings > Access Log Q Settings ~ Helpy  & 
AL-00053 &<>  Menu~ 
Comments it) LOG DATA 
Assigned To User Timestamp 
Assign + 
a Administrator 20-11-2019, 8:56 am IST 
Attachments 
Attach File + 
FILE INFORMATION 
Tags 
Add a tag... File Type 
- PDF 
Reviews 
+ Method 
Shared With PDF 
+ 


RAW INFORMATION LOG 


HTML Page 
Administrator edited this 
a month ago 
Administrator created this 
a month ago Stock Balance 


From Date: 2019-10-20 
To Date: 2019-11-21 
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Automation 


You can use some features like assignment rule, auto repeat, milestone tracking and event streaming. While ERP takes care of it, it will 


reduce repetitive manual work for you. 


ASSIGNMENT RULE 


An Assignment Rule lets you set up automatic assignment of documents to Users. 

To assign the support tickets automatically amongst the employees who work on support, an Assignment Rule can be used. 
To access Assignment Rule, go to: 

Home > Settings > Assignment Rule 

1. How to create an Assignment Rule_ 

To set up an automatic assignment: 

1. Goto the Assignment Rule list, click on New. 

2. Select the Document Type you want to assign automatically (for example Issue). 

3. Write the "Description" that will be added to the To Do. 

4. Select the condition for the assignment. You can write simple Python expressions for automatic assignment in the Assign 
Rule, Close Rule and Unassign Rule. You will have access to all the properties of the document and can use operators like >, <, 
==, etc and also multiple conditions like and and or. 

Examples: 
e status == "Open" 
@ = issue_type == "Technical" and priority=="High" and status == "Open" 


5. Select the assignment rule. 


B > Assignment Rule > Issue Assignment Q Search or type a command (Ctri + G) G Help v BS 


Issue Assignment: Enabiea «> eo + Bee 


Assign To Users 


Rule * 


v Round Robin 
Load Balancing 
Based on Field 

Users * 


bella.alsop@unico.com x anthony.miller@unico.com x 


grace@unico.com x 


e@ Round Robin: Assign each document to a User in sequence. 


e@ Load Balancing: Assign new documents to the User who has the least number of assignments. 


Select the list of Users to whom this Assignment Rule will apply: 
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B > Assignment Rule > Issue Assignment Q Search or type a command (Ctrl + G) Gi Help» BS 


= Issue Assignment . nabied <}l>]|le 


Assign To Users 


Rule * 
Round Robin 2 
Assign one by one, in sequence 


Users * 


bella.alsop@unico.com x anthony.miller@unico.com x 


grace@unico.com x 


e@ Based on Field: Introduced in v13, this rule can be used to assign a document to the User that is set in the configured 


field. 
Select the User link field which will determine to whom this Assignment Rule will 
apply: 
B > Assignment Rule > Issue Assignment Q Search or type a command (Ctrl + G) G Helpy BS 
= Issue Assignment : cnabied <|[>||@ 


Assign To Users 


Rule * 

Based on Field 3 
Assign to the user set in this field 
Field * 


v Owner 
Subject 
Raised By (Email) 
Customer Name 
Content Type 


6. Save. 


You can use properties of the document in the Description field that will be part of the assignment. Higher ‘Priority’ Assignment Rules will 
be applied first. 

Example: 

High Priority Issue File Upload not working has been assigned to you. 


1.1 Multiple Assignment Rules 


You can also set up multiple auto assignments for each Document Type, the one with the highest Priority will be applied first. 
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B > Assignment Rule > |ssue Assignment Q Search or type a command (Ctrl + G) a Help v BS 


= Issue Assignment : Enabied <|[>}|6 


& Assigned To 
Document Type * Description * 
+ 
Issue Automatic Assignment of Issues 


@ Attachments 


Due Date Based On 
Attach File + 


© 


Opening Date 


ns 
17 Reviews Value from this field will be set as the due date in the ToDo 


us Priorit 
my Example: {{ subject }} 
& Shared With 2 
+ Higher priority rule will be applied first 
Disabled 
® Tags 
Add a tag 
Assignment Rules 
0-OQ0 FOLLOW Assign Condition * Unassign Condition 
1 status=="Open' 1 status=="Closed' 
You edited this 
just now 
You created this 
1 hour ago @ saved x 


assignment-rule-with-higher- priority 

1.2 Setting Due Date for assignment_ 

You can auto set due dates for assignments based on the date field in the reference document. 

Example: 

If you want to set a due date on Issue assignment based on the "Resolution By" date of the Issue, you can do so by selecting "Resolution 


By" field in Due Date Based On option in Assignment Rule. 


B > Assignment Rule > Issue Assignment Q Search or type a command (Ctrl + G) a Help» BS 


= Issue Assignment : énabied <|[> 16 


& Assigned To 


Document Type * Description * 
+ 


Issue Automatic Assignment of Issues 


@ Attachments 


Due Date Based On 


Attach File + 
Opening Date 

wt Reviews Value from this field will be set as the due date in the ToDo 

ne 7 

Priority Example: {{ subject }} 

& Shared With 2 

+ Higher priority rule will be applied first 

Disabled 
® Tags 
Add a taa... 
Note: 


e "Due Date Based On" option will not be available if "Document Type" is not yet selected or if the selected Document Type does 
not have any "Date" or "Datetime" field. 
e Due Date in the assignment/ToDo will be updated whenever the "Due Date Based On" field value is updated in the reference 


document. 
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MILESTONE TRACKING 


You can automatically track milestones based on the lifecycle of a document if it undergoes multiple stages. 
The configuration for Milestone setting can be set in Milestone Tracking and each milestone is updated in Milestone 
To access Milestone Tracker, go to: 
Home > Settings > Milestone Tracker 
1. Creating a Milestone Tracker_ 
1. Click on New. 
2. Set the Document Type to track (example: "Issue"). 
3. Set the field that represents stages (example: "Status'). 
Note: A milestone stage can be defined by Link or Select properties. 
Once this is set, a new Milestone record is created every time the status of any issue is changed. 


The Milestone can be viewed in the timeline of the view: 


New Email 


# You changed value of Status from Open to Closed — 29 minutes ago 


e - Status changed to Closed — 29 minutes ago 


e a if Status changed to Open — 29 minutes ago 


You created — 29 minutes ago 


Note: Milestones work independently of Versions. 

2. Features_ 

Milestones can be a great source for reporting and notifying. For example, if Lead Qualification is a milestone on "Lead", milestones can 
help generate reports on the number of leads being qualified in a period. 

2.1 Using Milestones with Dashboards_ 

Used along with Dashboards, Milestones can help track the trends in milestones. For example, if "Qualification" is tracked as a "Lead Stage", 
a Dashboard on Milestone filtered by Qualification will show the trends of leads qualified. 

2.2 Using Milestones with Energy Points_ 

Energy Point Rules can be defined to automatically give Energy Points to users who achieve a milestone. This can be used to incentivize 


action on transactions at various levels. 
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AUTO REPEAT 


Auto Repeat feature helps you create certain documents automatically in a given time period. 
For Example: Assuming that you follow deferred expense system for some items. It requires you to create same Journal Entry every month 
to credit Deferred Expense account and debit Expense Account. You can create first Journal Entry manually for it, and then create auto- 
repeat transaction for it. 
To access Auto Repeat, go to: 
Home > Settings > Automation > Auto Repeat 
1. How to set up Auto Repeat_ 
1.1 Customize the Form_ 
1. Goto: Home > Customization > Form Customization > Customize Form. 
2. Select the form in which you want to allow creation of repeatable documents. 
3. Check ‘Allow Auto Repeat’ to allow the creation of repeatable documents for that Form. This is necessary for the document type 


to show up in the Reference Document field under the Auto Repeat doctype. 


B > Customize Form Q Search or type a command (Ctri + G) a Help» BS 
Customize Form - noi saved Customize Child Table > Actions ¢ 


Enter Form Type 


Journal Entry 


Change Label (via Custom Translation) Hide Copy 
Is Table 
Max Attachments Quick Entry 
0 Track Changes 
Search Fields Track Views 
voucher_type,posting_date, due_date, cheque_no 
Fields separated by comma (,) will be included in the "Search By" list of Search dialog box 


Allow Import (via Data Import Tool) 


Fields 


Fields 
1.2 Set up Auto Repeat_ 
1. Goto Home > Settings > Automation > Auto Repeat > New. 
2. Select the Reference Document Type, like Journal Entry or Sales Invoice, etc. 
3. Select the Reference Document. This is the individual document that you want to repeat. 
4. Set the Start Date and End Date (optional). If End Date is not specified, recurring documents will be created, unless the Auto 
Repeat is disabled. 
5. Set the Frequency for creating repeatable documents (Daily, Weekly, Monthly, Quarterly, Half-yearly, Yearly). 
6. Save. 
1.3 Set up Auto Repeat directly from the document_ 
You can also set a document on Auto Repeat by clicking the Repeat option from the Menu in the Toolbar. 


Note: If a document is already on Auto Repeat, the Repeat option is not available. 
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Salary - UP 


2, Assigned To 


+ 


@ Attachments 


Attach File 


vy Reviews 


+ 


& Shared With 
+ 


® Tags 
Add a tag ... 


90-Q0 
You edited this 


7 hours ago 


You created this 
7 hours ago 


2. Features_ 


B > Accounting > JournalEntry >» ACC-JV-2021-00014 


+ Journal Entry 


Entry Type * 


Journal Entry 


+ 
Accounting Entries 
No. Account 
1 Salary - UP 
2 Payroll Payable - UP 
Add Multiple Add Row 
FOLLOW 


Once you click on Repeat, a prompt for Auto Repeat will show up. 


Auto Repeat 


Frequency * 


Monthly 


Start Date * 


04-22-2021 


End Date 


04-22-2022 


2.1 Submit on Creation_ 


submitted on creation. 


Party Type 


Q Search or type a command (Ctrl + G) 


View > Make > < eo Cancel 
Print 
Cc . 
salbilel Email s+ 
Unico Plastics Inc. 
Jump to field +d 
Posting Date * 
Links 
04-21-2021 
Duplicate 
Reload 
Customize 
Debit 
$ 5,000,000.00 ? Edit 
New Journal Entry +B 
$0.00 $ 5,000,000.00 @ Edit 
Total Debit 


$ 5,000,000.00 


Total Credit 


Fill in the details and click on Save. 


If the reference document type is submittable, you get an option called Submit on Creation. If this is checked, your document will be 
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B > Auto Repeat >» AUT-AR-00007 Q Search or type a command (Ctrl + G) a Help v BS 
ACC-JV-2021 -00014 * Active View Journal Entry < > a 
2. Assigned To 
Disabled 
+ 
@ Attachments 
Reference Document T ° Start Date * 
Attach File + ° as ‘ 
Journal Entry 04-22-2021 
vy Reviews 
+ Reference Document * End Date 
ACC-JV-2021-00014 04-22-2022 
} Shared With 
; Submit on Creation 
Ad Frequency * Next Schedule Date 
Monthly a) 05-22-2021 


Repeat on Day 
O- i) FOLLOW 
te) 


You edited this Repeat on Last Day of the Month 


just now 


You created this 


just now 


2.2 Notify by Email_ 

If you want to notify certain contacts whenever the recurring documents are created, you can check ‘Notify by Email’ in the Notification 
section of Auto Repeat. This will send the auto-generated recurring documents to the specified Email Addresses. Fields for the same are 
explained below: 

e Recipients: Defines the Email IDs of the recipients for recurring document creation emails. 

e Get Contacts: This button will fetch the contacts linked to the document that is set on Auto Repeat and fill up the Recipients field 
with the same. 

@ Template: You can choose an Email Template for the email. This will fill up the Subject and Message fields as well. 

e@ = Subject: Subject for your Email (example: Recurring ToDo created successfully). 

@ Message: Message to be sent in the Email. 

e@ Preview Message: This button will show a preview of the message. 

e@ Print Format: Select a print format to define document view which should be emailed to customer. 

Note: If the document you are setting up Auto Repeat for, is submittable, ensure that "Allow Print for Draft" is enabled in Print Settings to 
receive the new recurring document in Auto Repeat Notification Email. If this is not enabled, you will be notified about the recurring 
document creation without the document. 

2.3 Repeat on a particular day_ 

If the frequency is set as Monthly, Quarterly, Half-yearly or Yearly, then it will create recurring documents in the respective months on the 
same day as the ‘Start Date’ of Auto Repeat. If you want to create recurring documents on some other day then you can set one of the 
following: 

@ Repeat on Day: Day of the month on which recurring document will be created. For example, if frequency is Monthly and you 
enter 7 then it will generate recurring document on 7th of the respective month. 

e@ Repeat on Last Day of the Month: This option is available as the last day of every month is different. For example, in a leap year 
last day of Feb is 29th, and it is 28th otherwise. If you check this option, it will create recurring documents on the last day of the 
respective months. 

2.4 Ability to select weekdays for Auto Repeat_ 
Introduced in version 13 


Auto Repeat with Weekly frequency allows you to select the days on which you want the recurring documents to be created. 


- 43_ bs of 
P.O.Box 128448, Dubai, United Arab Emirates id 
man.energy 800896 -90- MAN ENERGY 


B > Auto Repeat > AUT-AR-00007 Q Search or type a command (Ctrl + G) Ga Helpy BS 
ACC-JV-2021-00014 : active View Journal Entry < > = 
@ Attachments 
Attach File + Reference Document Type * Start Date * 
Journal Entry 04-22-2021 
vw Reviews 
+ Reference Document * End Date 
ACC-JV-2021-00014 04-22-2022 


& Shared With 
Submit on Creation 


+ 
® Tags 
Add a tag Frequency * Next Schedule Date 
Weekly 3 04-23-2021 
0-Qo FOLLOW 


Repeat on Days 
You edited this 


1 hour ago No. 
You created this 1 @ Edit 
1 hour ago 
2 @ Edit 
Add Row 


2.5 Dashboard_ 
You can see the Auto Repeat schedule in the Dashboard of Auto Repeat document. If you don't specify the End Date then the schedule will 


show only the Next Schedule Date. 


B > Auto Repeat > AUT-AR-00007 Q Search or type a command (Ctrl + G) Q Helpy BS 


= ACC-JV-2021-00014 .- active View Journal Entry < >) Be - save | 


& Assigned To 


‘- Auto Repeat Schedule ~ 


@ Attachments 


Reference Document Frequency Next Scheduled Date 
Attach File + 
ACC-JV-2021-00014 Monthly 05-12-2021 
vw Reviews 
+ ACC-JV-2021-00014 Monthly 06-12-2021 
&, Shared With ACC-JV-2021-00014 Monthly 07-12-2021 
+ 
ACC-JV-2021-00014 Monthly 08-12-2021 
® Tags 
Add a tag 
Disabled 
0-Qo FOLLOW 
You edited this Reference Document Type * Start Date * 
22 minutes ago 
Journal Entry 04-22-2021 


You created this 
3 days ago 


Rafecenne Mace cnt:e Pao Mase 


2.6 Auto Repeat Frequency on the sidebar_ 
When a document is set on Auto Repeat you can see the Auto Repeat frequency on the sidebar. You can click on the status to see the 


linked Auto Repeat document. 
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B > Accounting > JournalEntry >» ACC-JV-2021-00014 Q Search or type a command (Ctrl + G) a Help ~ BS 
Salary = UP -« Journal Entry View : Make < < >||aé Cancel 
& Assigned To 
Entry Type * Company * 
+ 
Journal Entry Unico Plastics Inc. 
Q. Attachments 
Posting Date * 
Attach File + 
04-21-2021 
wy Reviews 
+ 
, Shared With Accounting Entries 
+ No Account Party Type Party Debit Credit 
® Tags 1 Salary - UP $ 5,000,000.00 $0.00 @ Edit 
sel 2 Payroll Payable - UP $0.00 $5,000,000.00 7 Edit 
Repeats Weekly Add Multiple Add Row 
O- 0 FOLLOW 
Total Debit 
You edited this $ 5,000,000.00 
1 minute ago 
You created this Total Credit 


2.7 Disable Auto Repeat_ 


If you check this field it will stop creating recurring documents and unlink the Auto Repeat document from the Reference Document. 


EVENT STREAMING 


Event Streaming enables inter site communications between two or more sites. You cansubscribe to Document Types 
and stream Documents between different sites. 

For Example: Consider you have more than one Company hosted on different sites, one among them is the main site where you want to 
do ledger posting and on other sites, the Sales Invoices are generated. You can use Event Streaming in this case. For this, your child company 
sites can subscribe to the main company site for Item, Customer, and Supplier Document Types. The main Company in turn can subscribe 
o the child companies for Sales Invoices. 

To access Event Streaming, go to: 

Home > Automation > Event Streaming 

1. Prerequisites" 

Before creating an Event Producer, a common user needs to be created on both the sites which will be used to access the site and will act 
as an Event Subscriber. Make sure the user is a System Manager and has the necessary permissions for creation, updation, and deletion of 
he subscribed DocTypes. 


2. How to set up Event Streaming_ 


Let's take two sites for explaining the process. http://tests/te-8000 (Consumer site) and http.//testsite_producer:8000 (Producer site) 

2.1 Obtain the Event Subscriber's keys from the Producer Site_ 

1. On http://tests/teproducer:8000 (producer site), go to the User list. 

2. Open the user document you are going to use as an Event Subscriber. Scroll down to the section labelled "API Access". In that 
section, generate keys for the user by clicking on Generate Keys button. You will get a prompt with the user secret, copy the 
user secret and save it with you. It will also generate an API key. 


2.2 Generate Keys for the Event Subscriber on the Consumer Site_ 
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1. On http://test_site:8000 (consumer site), go to the User list and follow the same process specified in the previous step. 
2.3 Create an Event Producer on the Consumer Site_ 

1. The site which you want to subscribe to, is called as the Event Producer. Create an Event Producer document for the site you wish 
0 get the updates from. 

2. On http://test_site:8000 (consumer site), go to Home > Automation > Event Streaming > Event Producer. 

3. Enter the URL of the site you want to subscribe to (in this case http://tests/teproducer:8000), in the Producer URL field. 

4. Add all the Document Types you want to subscribe to, in the Event Producer Document Types table. 

5. — If you want to have the created documents with the same name as it is on the remote Event Producer site, check the ‘Use Same 

ame’ checkbox in the table against the required Document Type. 

6. Set the Event Subscriber field to the user that will be used to create the documents fetched from the Event Producer. You need 
© create the same user both ways, i.e. on the Event Consumer as well as the Event Producer site before creating the Event 
Producer. 

7, Paste the API key and API Secret you generated in the first step (2.1) in the API key and API secret fields respectively. 

8. Save. 

9. After saving, an Event Consumer is created on the producer site (http://tests/teoroducer:8000). The keys of the user on the 
consumer site are automatically copied to the Event Consumer document on the producer site in this process. 

B Event Producer Q Settings ~ Helpy  & 
http://test_site_producer:8000 <> Menu~ RR 
Comments 0 Event Producer Document Type 
Assigned To Document Type Approval Status Use Same Name Unsubscribe 
‘a 1 ToDo Approved v 
Attachments 
ile + 2 Note Approved 
Tags 3 Sales Invoice Pending v 
“ 4 Lead Rejected v 
Reviews 
+ Add Row 
Shared With 
22b0ed337404585 rucha@gmail.com 
= 2020-09-09 01:11:46.474284 
Rucha Mahabal edited t API Secre t 
Note: If at all the API Secret is changed for the users on any of these sites, you will have to manually update the keys in the Event Producer 
as well as the Event Consumer on both the sites. 
2.4 Approve Event Consumer on the Event Producer site_ 

1. After the Event Producer has been created, an Event Consumer automatically gets created on the producer site. By default, all 
the Subscribed Document Types have the status as ‘Pending’. In order to enable the Event Consumer to consume the documents 
of these Document Types, their Status needs to be updated to ‘Approved’. 

2. Goto: Home > Automation > Event Streaming > Event Consumer. 

3. Once you open the Event Consumer document you will see all the Document Types that the consumer has subscribed to. Change 
the status from ‘Pending’ to ‘Approved! for all the Document Types that you want to approve to be consumed. You can change 
the status to ‘Rejected’ if you do not want the documents of that Document Type to be consumed. 

4. Save. 
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http://test_site:8000 


Event Consumer 


Comments 0 Event Consumer Document Types 
Assigned To Document Type 
Assign + 
1 ToDo 
Attachments 
Attach File + 2 Note 
Tags 3. Sales Invoice 
Add a tag 
4 Lead 
Reviews 
+ Add Row 
Shared With 
r API Key 
698b7fb9d8aacOb 
API Secret 


Note: Document updates for Subscribed Document Types won't be synced unless they are Approved. 


2.5 Offline access with single site_ 


If you have some places where internet connectivity is low, for example, a store in a remote area where sales invoices are generated and 


you want to sync these invoices from the store to the hosted account, you could setup offline syncing using the following steps: 


You need to have hosted account with your company set up. 


1 a 


Approve the doctypes. 
3. Features_ 


3.1 Unsubscribe from the updates_ 


As an Event Consumer, if you wish to unsubscribe from the updates for any doctypes you had previously subscribed to, check unsubscribe 


against the doctype. You will not receive any more updates from the producer site for that particular doctype once you have unsubscribed. 


http://test_site_producer:8000 


Event Producer 


Comments 


0 Event Producer Document Types 
Assigned To Document Type Approval Status 
Assign + 
1 ToDo Approved 
Attachments 
Attach File + 2 Note Approved 
Tags 
Add a tag 
4 Lead Rejected 
Reviews 
+ Add Row 
Shared With 
+ API Key 
22b0ed337404585 
API Key of the user(Event Subscriber) on the produ 
API Secret 
eeccccccccccees 
Rucha Mahabal edited this API Secret of the user(Event Subscriber) on the producer site 
just now 


Set up an ERP local instance. You can refer this guide for local setup. 


Now create an Event Producer on the hosted account and set the producer URL to the URL of your local account. 


Add whatever doctypes you want to sync in the Event Producer Document Types child table. 


Sales Invoice Pending 


Settings + Help~ * & 


@&<> Menu 


Approval Status Unsubscribed 
Approved 
Approved 


Pending 


Rejected 


Event Subscriber 


rucha@gmail.com 


Q " -f 


Settings + Help + 


@&<> = Menur 


Use Same Name Unsubscribe 


Event Subs 


er 


rucha@gmail.com 


Last Update 


2020-09-09 01:11:46.474284 
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3.2 Event Update Log 


to view the Event Update Log: 


Go to: Home > Automation > Event Streaming > Event Update Log. 


state and current state of the document) is logged. 


e For 'Delete' type only the Update Type, Document Type, and Document Name is logged. 


B Event Update Log 


92d797e2f8 
Comments i) Update 
Assigned To Create 
Assign + 
DocType 
Attachments Sales Invoice 
Attach File + 
Document Name 
Tags 
Add a tag ACC-SINV-2019-00008 
Reviews Data 
+ { 
“additional_discount_percentage": 0.0, 
; “advances": [], 
h h 
Shared Wis “against_income_account": "Sales - F", 
+ “allocate_advances_automatically": 0, 


“apply_discount_on": "Grand Total", 

“base_change_amount": 0.0, 

“base_discount_amount": 0.0, 

“base_grand_total": 275000.0, 

“base_in_words": “INR Two Lakh, Seventy Five Thousand only.", 
“base_net_total": 275000.0, 

“base_paid_amount": 0.0, 

“base_rounded_total": 275000.0, 

“base_rounding_ adjustment": 0.0, 

“base_total": 275000.0, 

“base_total_taxes_and_charges": 0.0, 

“base_write_off_amount": 0.0, 

“c_form_applicable": "No", 
“change_amount": 0.0, 
“commission_rate": 0.0, 
“company”: "Frappe", 
“company_address": "", 
“company_address_display": 


You edited this 
28 minutes ago 


You created this 
28 minutes ago 


3.3 Event Sync Log_ 


the Event Sync Log: 


Go to: Home > Automation > Event Streaming > Event Sync Log. 


"Event Update Log" logs every create, update, and delete action for documents that have consumers on the Event Producer site. In order 


e For 'Create' type the Update Type, Document Type, Document Name and the entire document (as JSON) is logged. 


e For ‘Update’ type the Update Type, Document Type, Document Name and the updated data (difference between the previous 


Like the Update Log, Event Sync Log logs every document synced from the Event Producer on the Event Consumer site. In order to view 
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B<>  Menu~ 
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Tags 
Add a tag 


Reviews 


she 


+ 


Assign + 


Event Sync Log 


028b7037f7 


3eb30aaca4 


49c5010413 


900b3f97be 


4353f99f38 


ca0795fa32 


ae0244e9e5 


7492371f8f 


9fe67d8de7 


c2f2acebct 


3c9ba8716c 


de55119e73 


cacf35082b 


Update Type: Create, Update or Delete 


Status: Sync Status 


DocType 


Event Producer: The site URL from where the document was created 


Document Name 


Failed 


Synced 


Failed 


Synced 


Synced 


Synced 


Synced 


Synced 


Synced 


Synced 


Synced 


Synced 


Synced 


A successfully synced event generates a log document with: 


Create 


Update 


Create 


Update 


Create 


Create 


Delete 


Update 


Update 


Create 


Create 


Delete 


Create 


Remote Document Name: If 'Use Same Name' is unchecked 


Use Same Name 


Data: The document data as JSON 


Event Sync Log 


ffee52bO0fb « syncea 


Comments i) 


Assigned To 


Attachments 
Attach File + 


Shared With 


RM edited this 
a month ago 


RM created this 
a month ago 


Update Type 


Create 


Doctype 


Sales Invoice 


Document Name 


ACC-SINV-2019-00041 


EVENT CONFIGURATIONS 


Use Same Name 


te) 


DATA 


Data 


{ 


“additional_discount_percentage": 0.0, 


“advances": [], 


“against_income_account": "Sales — F", 
“allocate_advances_automatically": 0, 
“apply_discount_on": "Grand Total", 


“base_change_amount": 0.0, 
“base_discount_amount": 0.0, 


A failed event generates a log doc with the above fields along with: 


Q Settings ~ 
2bc654e0b9 http://test_site_.. 028b7037f7 
http://test_site_.. 3eb30aaca4 
http://test_site_... 49c5010413 
78bef7390d http://test_site_-- 900b3f97be 
78bef7390d http://test_site_... 4353f99f38 
ce4d048ffc http://test_site_-. ca0795fa32 
test multiple do... http://test_site_-.- ae0244e9e5 
test multiple do... http://test_site_-.- 7492371f8f 
a043c9313a http://test_site_.-. Sfe67d8de7 
test multiple do-. _http://test_site_- c2f2acebe1 
test multiple do-. —_http://test_site_--. 3c9ba8716c 
test multiple do... _http://test_site_-.. de55119e73 
a043c9313a http://test_site_.. cacf35082b 

Q Settings + 

B<> 

Status 
Synced 


Event Producer 


http://test_site_producer:8010 


Producer Document Name 


ACC-SINV-2019-00045 


Help~  & 


Menu + Refresh 


14d 


Help @ & 


Mens 
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e Error: The error because of which the document was not synced. 


B Event Sync Log Q Settings ~ Help~ | & 
575379b21a ° Failed &<> Menu~ Bee 


Error 


Traceback (most recent call last): 
File “/Users/ruchamahabal/dev—bench/apps/f rappe/f rappe/events_streaming/doctype/event_producer/event_produce 
r.py", line 178, in sync 
set_update(update, producer_site) 
File "/Users/ruchamahabal/dev-bench/apps/f rappe/f rappe/events_streaming/doctype/event_producer/event_produce 
r.py", line 237, in set_update 
local_doc.save() 
File "/Users/ruchamahabal/dev-bench/apps/frappe/frappe/model/document.py", line 273, in save 
return self._save(*args, **kwargs) 
File "/Users/ruchamahabal/dev-bench/apps/frappe/f rappe/model/document.py", line 309, in _save 
self. run_before_save_methods() 
File “/Users/ruchamahabal/dev-bench/apps/frappe/frappe/model/document.py", line 893, in run_before_save_meth 
ods 
self. run_method("validate") 
File "/Users/ruchamahabal/dev-bench/apps/frappe/f rappe/model/document.py", line 793, in run_method 
out = Document.hook(fn)(self, *args, **kwargs) 
File "/Users/ruchamahabal/dev—bench/apps/f rappe/frappe/model/document.py", line 1076, in composer 
return composed(self, method, *args, **kwargs) 
File "/Users/ruchamahabal/dev—bench/apps/f rappe/frappe/model/document.py", line 1059, in runner 
add_to_return_value(self, fn(self, *args, **kwargs)) 
File “/Users/ruchamahabal/dev—bench/apps/frappe/frappe/model/document.py", line 787, in <lambda> 
fn = lambda self, *args, **kwargs: getattr(self, method) (*args, %#*kwargs) 
File "/Users/ruchamahabal/dev—bench/apps/erpnext/erpnext/accounts/doctype/sales_invoice/sales_invoice.py", 1 
ine 74, in validate 
super(SalesInvoice, self).validate() 
File "/Users/ruchamahabal/dev-bench/apps/erpnext/erpnext/controllers/selling_controller.py", line 39, in val 
idate 
super(SellingController, self).validate() 
File “/Users/ruchamahabal/dev—bench/apps/erpnext/erpnext/controllers/stock_controller.py", line 21, in valid 
ate 
super(StockController, self).validate() 
File "/Users/ruchamahabal/dev—bench/apps/erpnext/erpnext/controllers/accounts_controller.py", line 67, in va 
lidate 
self.set_missing_values(for_validate=True) 
File "/Users/ruchamahabal/dev—bench/apps/erpnext/erpnext/accounts/doctype/sales_invoice/sales_invoice.py", l 
ine 330, in set_missing_values 


cunar(Calactnunira calf\ cat miccina waluaclfar walidatal 


e@ — Resync Button: It also provides a ‘'Resync' button in order to resync the failed event. 


B Event Sync Log Q Settings ~ Help~ 9%] & 


1a4db90451 e Failed B<> Menu~ [RRB 


Comments t) 
Assigned To Update Type Status 
Assign + 

Update Failed 

Attachments 

Attach File + Doctype Event Producer 
1 Sales Invoice http://test_site_producer:8010 

‘ags 
Add a tag 

7 Document Name Producer Document Name 

Reviews ACC-SINV-2019-00039 ACC-SINV-2019-00042 

+ 
sheared With EVENT CONFIGURATIONS 

+ 

Use Same Name 
oO 
RM edited this DATA 
a month ago 
Data 
RM created this 
a month ago { 
"added": { 
"items": [ 
{ 
“actual_batch_qty": 0.0, 
“artual atulls aa 


3.4 Dependency Syncing_ 
Certain Document Types have dependencies. For example, before syncing a Sales Invoice, the Item and Customer need to be present in the 
current site. So, Item and Customer are dependencies for Sales Invoice. Event Streaming handles this by on-demand dependency syncing. 


Whenever any document is to be synced, it first checks whether the document has any dependencies (Link fields, Dynamic Link fields, Child 


ial 0 P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY -97- man.energy 


Table fields, etc.). If that dependency is not fullfilled i.e. the dependent document (eg: Item) is not present on your consumer site, it will be 


synced first and then the Sales Invoice will be synced. 


For example: Sales Invoice syncing with Item dependency: 


A Not Secure | test_site 


B Event Producer Q Settings ~ Helpy @ & 


<> Menu~ 


http://test_site_producer:8010 


Comments 0 Event Configuration 
Assigned To Document Type Approval Status Use S... 
Assign + 
r 1 Sales Invoice Approved 
Attachments 
Attach File + Add Row 
Tags 
Add a tag 
API Key Event Subscriber 
Reviews 
3dd7d17b61 ruchamahabal2@gmail.com 
+ 
API Secret Last Update 
Shared With 
dedi 2019-11-14 13:24:52.447704 
+ 
Add a comment Comment 


You edited this 
32 minutes ago 


You created this 
4 days ago 


Ctrl+Enter to add comment 


3.5 Naming Configuration_ 
Check the 'Use Same Name’ checkbox to let the documents have same name on both Event Producer and Event Consumer sites. If this is 


not checked, then the document will be created using the naming conventions of the current site. 


B Event Producer Q Settings Help i & 


Editing Row #2 Insert Below InsertAbove Duplicate Move 


Document Type 


Approval Status 


Pending 


Use Same Name 


If this is checked the documents will have the same name as they have on 
the Event Producer's site 


Has Mapping 


If the document has different field names on the Producer and 
Consumer's end check this and set up the Mapping 


E3)- Ctrl + Up, Ctrl + Down, ESC Insert Below 


Note: For Document Types that have naming series, it is advised to keep the 'Use Same Name’ checkbox unchecked, to prevent naming 
conflicts. If this is unchecked, the Documents are created by following the naming conventions on the current site and the ‘Remote Site 
Name’ and ‘Remote Document Name’ custom fields are set in the synced document to store the Event Producer site URL and the document 


name on the remote site respectively. 
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B Sales Invoice Q Settings ~ Help~y @ & 
Rucha Mahabal e Draft ACC-SINV-2019-00041 & <>  Menu~ 
Comments i) Get items from + 
Assigned To Submit this document to confirm 
Assign + 
Attachments DASHBOARD 
Attach File + 
Payment Reference 
Tags 
Add'aten Payment Entry Timesheet 
Payment Request Delivery Note 
Reviews 
Journal Entry Sales Order 


Invoice Discounting 


Shared With 


Returns Subscription 


Sales Invoice Auto Repeat 


mote Document Name @ 


ACC-SINV-2019-00045 


Remote Site @ 


http://test_site_producer:8010 


3.6 Mapping Configuration_ 
If you want to stream documents between an ERP instance and another Frappe app for a particular Document Type with same or different 
structures, or if field names are different in both the sites, you can use Event Streaming with Mapping Configuration. 
For this you need to first set up a Document Type Mapping. 
To access Document Type Mapping, go to: 
Home > Automation > Event Streaming > Document Type Mapping. 
3.6.1 Mapping for DocTypes with similar structure_ 
@ Mapping Name: Give a unique name to the mapping 
e Local Document Type: The Document Type in your current site 
@ Remote Document Type: The Document Type on the Event Producer site which you want to sync 
In the Field Mapping child table: 
e@ Local Fieldname: The fieldname in the Local Document type of your current site. 


e@ Remote Fieldname: The fieldname in the Remote Document type of the Event Producer site which you want to map to the Local 


Fieldname. During the sync, the value of the remote fieldname gets copied to the local fieldname. 
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> Document Type Map... Q Settings ~ Helpy (F & 


New Document Type Mapping 2 « Net saved 


Mapping Name 
Opportunity to ERPNext Opportunity 


Local Document Type 


Opportunity 
Remote Document Type 
ERPNext Opportunity 
Field Mapping 
Local Fieldname Remote Fieldname 
1 lead_name full_name v 
2 lead_owner erpnext_consultant 
3 plan base_plan v 
Add Row 


3.6.2 Default value for some field_ 
If your field is not mapped to any other remote fieldname and you always want the field to have the same value, set the set the same in the 
default value field. Event if you have set the remote fieldname, in case during the sync, remote field's value is not found and if the "Default 


Value" has been specified, it will be set. 


B > Automation > Document Type Map... Q Settings~ Helpy FF & 


Editing Row #6 Gi insert Below insert Above Duplicate. Move 


Local Fieldname Remote Fieldname 


opportunity_from 


Mapping Type Default Value 


Lead 


E]— Ctrl + Up, Ctrl + Down, ESC Insert Below 


3.6.3 Mapping for DocTypes having child tables" 


If the field you are trying to map is a child table, you need to create another Document Type Mapping for the child table fields. 
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Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag ... 


Reviews 


re 


Shared With 


+ 


Child Table Mapping 


» Automation 


Local Document Type 
Project User 


Remote Document Type 


Hub User 


Field Mapping 


Local Fieldname 
1 fullname 
2 project_status 


Add Row 


@ Mapping Type: Select the Mapping Type as Child Table. 


> Document Type Map... 


Editing Row #7 


Local Fieldname 


project 
Mapping Type 
Child Table 


Mapping 


_ Child Table Mapping 


"ToDo to Note 


ToDo to Note Mapping 


Role to Note Dependency Creation 


Opportunity to ERPNext Opportunity 


Type Mapping for syncing the dependencies. 


3.6.4 Mapping for DocTypes having dependencies (Link, Dynamic Link fields) 


Remote Fieldname 


name 


status 


@ Mapping: Select the Document Type Mapping document you created for the child table. 


Q Settings ~ 


Insert Below Insert Above Duplicate 


Remote Fieldname 
project_details 


Default Value 


If the DocTypes you are trying to map have any kind of dependencies like Link or Dynamic Link fields, you need to set up another Document 


For example, let's assume that the local doctype is Opportunity and the remote doctype is ERP Opportunity. The field party_name (Link field 
for DocType Lead) in Opportunity is mapped to fullname (Data field) in ERP Opportunity. During the sync, this Lead has to be created for 


the main Opportunity to sync. So you need to set up a mapping for this Link Field too. 


Move & 


Insert Below 


Help» = & 
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Lead Dependency Creation 


Reviews 
+ 1 
Shared With 2 
+ 
3 
4 
5 
You edited this 
2 days ago Add Row 
You created this 
2 days ago 


The format is: 


Comments 0 Local Document Type 
Assigned To Lead 
Assign + 

Remote Document Type 
Attachments ERPNext Opportunity 
Attach File + 
Tags 
Add a tag Field Mapping 


Local Fieldname 


lead_name 


company_name 


email_id 


country 


party_name 


@ Mapping: Select the mapping you just created. 


@ Mapping Type: In this case, the Mapping Type is Document. 


If you want to fetch the value from somewhere, start the expression with eval: 


Like in this case it is: eval:frappe.db.get_value('Global Defaults’, None, ‘country’) 


Remote Fieldname 


fullname 


organization_name 


email 


country 


name 


e Remote Value Filters: You need to specify the filters that will fetch the exact remote document to be mapped. Like in this case, 


the remote DocType is ERP Opportunity which can be uniquely fetched using name, phone number and country. 


{ "remote fieldname": "field or expression from where we will get the value for that fieldname"} 


8&<> = Menu~ 
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B > Automation > Document Type Map... 


Editing Row #3 


Local Fieldname 
party_name 
Mapping Type 
Document 
Mapping 
Lead Dependency Creation 


Remote Value Filters 


full_name", 
: “phone_number" , 
"name" , 


E]— Ctrl + Up, Ctrl + Down, ESC 


select the Document Type Mapping you just created. 


B > Event Producer 


Editing Row #4 


Document Type 
Opportunity 
Approval Status 


Pending 


Use Same Name 


have on the Event Producer's site 


Has Mapping 


Mapping 


Opportunity to ERPNext Opportunity 


ES]- Ctrl + Up, Ctrl + Down, ESC 


3.6 Conditional Events Configuration_ 


conditions for them. 


: “eval: frappe.db.get_value('Global Dei 


If this is checked the documents will have the same name as they 


If the document has different field names on the Producer and 
Consumer's end check this and set up the Mapping 


Insert Below Insert Above 


Remote Fieldname 
fullname 


Default Value 


Insert Below Insert Above 


Settingsy Helpy i & 


Duplicate Move 


Lastly, enable the 'Has Mapping’ option in the Event Configuration child table in Event Producer against the required Document Type and 


Settings ~ Help»  & 


Duplicate Move 


Insert Below 


If you are in scenario when you do not want to send over all the documents in a doctype over to the consumer, you can specify the 


For example, if you would like to emit only those Note documents that are public, you can specify them within the Producer/Consumer 
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es 


document. 


eS 
= > Event Producer 


Editing Row #1 


Document Type 


Approval Status 
Pending 
Use Same Name 
If this is checked the documents will have the same name as they have on the Event Producer's site 


Has Mapping 


If the document has different field names on the Producer and Consumer's end check this and set up the Mapping 


Condition 
1 doc.public == 1] 


If a document satisfies a condition down the line in its lifetime, all the old Event Update Logs are synced to the consumer 
Let's consider another example. You want to sync only those Sales Invoices that are submitted. You can specify doc.docstatus == 1 as the 
condition. The invoices will not be synced until they are submitted. 
For each update log, you can see its Consumers within the Update Log document. 
If you need more fine control over the conditions, you can hook up a custom function. Your function will be executed with 
parameters consumer, doc & update_log. For example, you want to sync only those Notes that are odd 
def is_odd_not&consumer, doc, update_log): 
return frappe.db.sql(""" 
SELECT 
COUNT(*) 
FROM “tabNote* 
WHERE creation <= %(creation)s 
'{"creation": doc.creation })[O][0] % 2 != 0 
Then, you could specify the condition: 


cmd: my_custom_app.note.is_odd_note 
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SALES CYCLE INTEGRATION 


Standard whitelisted methods and flows for integrating external order management system and sales cycle using REST API 

1. Sales Order 

Frappe Framework generates REST API for all the DocTypes out of the box. This approach can be used for creating the very first document 
of the sales cycle. In case you are starting with the Sales Order you can use the standard REST API POST request for generating the Order. 
An example is shown below, you can include custom fields and other doctype details in the body accordingly. 


POST /api/resource/Sales Order 


# Body 
{ 
"doctype": "Sales Order", 
“customer”: "Test Customer", 
“company_address": "Test - Billing", 
“customer_address": "Test-Billing-3", 
"items": [{ 
"item_code": "Mobile Display", 
"qty": 10, 
“rate”: 2000, 
“delivery_date": "2022-11-06", 


“delivery_warehouse": "Stores - GTPL" 


} 

2. Delivery Note_ 

In case you are starting with a Delivery Note use the same method as shown above for Sales Order, just replace the doctype key value 
to Delivery Note instead of Sales Order. In case you want to make a Delivery Note from a Sales Order use the below endpoint. 
The source_name parameter here is the Sales Order ID. 


POST /api/method/ERP.selling.doctype.sales_order.sales_order.make_delivery_note 


# Body 

{"source_name”: "SO-2022-00001"} 

The endpoint returns a Delivery Note JSON object as a response with all the pending items in the order to be delivered. 

3. Sales Invoice_ 

Again if you are just making a Sales Invoice the best approach will be to use the standard REST API. For this please refer to the example 
mentioned in the Sales Order section. 

For making a Sales Invoice from a Sales Order, use the endpoint mentioned below. The source_name parameter here is the Sales Order ID. 


POST /api/method/ERP.selling.doctype.sales_order.sales_order.make_sales_invoice 


# Body 

{"source_name": "SO-2022-00001"} 

For making a Sales Invoice from a Delivery Note, use the endpoint mentioned below. The source_name parameter here is the Delivery Note 
ID. 


POST /api/method/ERP.stock.doctype.delivery_note.delivery_note.make_sales_invoice 
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# Body 
{"source_name": "SO-2022-00001"} 


Both the enpoints returns a Sales Invoice JSON object with all the pending items to be billed. 
4. Payment against the order or invoice_ 
For generating a Payment Entry against a Sales Order or Invoice use the below endpoint 


POST /api/method/ERP.accounts.doctype.payment_entry.payment_entry.get_payment_entry 


# Body 

{ 
"dt": "Sales Invoice", 
"dn": "SI-2022-0001", 
"party_amount": 2000, # Pass if the document doesn't have an outstanding_amount field (optional parameter) 
"bpank_account": "Bank Name - CAB", # Pass /s case want to use other than the default one (optional parameter) 
"pank_amount": 2000, # Paid or received amount depending on the type of payment entry (optional parameter) 


"party_type": "Customer", # /f payment entry /s against party type other than Customer or Supplier (optional parameter) 


wou 


"payment_type": "Pay", # Pay or receive (optional parameter) 
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Accounts 


Whether you have an accountant in your internal team OR you do it yourself OR you have chosen to outsource it, the financial accounting 
process is at the center of any business management system (aka an ERP system). 
In ERP, accounting operations consists of 3 main transactions: 

e@ — Sales Invoice: The bills that you raise to your Customers for the products or services you provide. 

e@ Purchase Invoice: Bills that your Suppliers give you for their products or services. 


e@ = Journal Entries: For accounting entries, like payments, credit and other types. 


SETUP-ACCOUNTING ENTRIES 


Accounting Entries The concept of accounting is explained with an example given below: We will take a "Tea Stall" as a company and see 
how to book accounting entries for the business. 


Mama (The Tea-stall owner) invests Rs. 25000 to start the business. 


B > Accounting > JournalEntry >» ACC-JV-2021-00019 Q Search or type a command (Ctrl + G) a Help v BS 
- Shareholders Funds - UP - Journal Entry View > Make > r¢ > 8 i Cancel 
>. Assigned To 
Entry Type * Company * 
+ 
Journal Entry Unico Plastics Inc. 
@ Attachments 
Posting Date * 
Attach File + 
13-04-2021 
vw Reviews 
+ 
} Shared With Accounting Entries 
+ No Account Debit Credit 
® Tags 1 Shareholders Funds - UP %0.00 % 25,000.00 @ Edit 
Sdd:aite9 2 SBI Bank 10002345 - UP % 25,000.00 =0.00 @ Edit 
Add Multiple Add Row 
O- 0) FOLLOW 
Total Debit 
= 25,000.00 
You created this 
Total Credit 


just now 


1. Investment_ 

Mama invested Rs. 25000 in Company, hoping to get some profit. In other words, company is liable to pay Rs. 25000 to Mama in the future. 
So, account "Mama" is a liability account and it is credited. Company's cash balance will be increased due to the investment. "Cash" is an 
asset to the company and it will be debited. 

The company needs equipments (stove, teapot, cups, etc.) and raw materials (tea, sugar, milk, etc.) immediately. He decides to buy them 
from the nearest general store, "Super Bazaar" whose owner is a friend, so that he gets some credit. Equipments cost him Rs. 2800 and raw 


materials Rs. 2200. He pays Rs. 2000 out of the total cost which is Rs. 5000. This can be recorded in ERP using a Payment Entry. 
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B > Accounting 


Dimensions 


Posting D... 


4 13-04-2021 


5 13-04-2021 


10 


2. Assets_ 


B > Accounting 


Dimensions 


Posting ... 
1 
2 13-04-2... 
3 13-04-2... 
4 
5 


3. Income_ 


very first day. 


Consider Accounting 


Consider Accounting 


General Ledger 


Unico Plastics Inc. Finance Boo! 


Account 


Opening 


Opening 

Cash - UP 
Creditors - UP 
Total 


Closing (Opening + Total) 


Total 


Closing (Opening + Total) 


credited by Rs. 3000. 


General Ledger 


Unico Plastics Inc. Finance Boo! 


Account 


Opening 
Debtors - UP 
Sales - UP 
Total 


Closing (Opening + Total) 


Show Opening Entries 


Debit (INR) 


0.000 


0.000 
0.000 
2,000.000 
2,000.000 


2,000.000 


2,000.000 


2,000.000 


Show Opening Entries 


Debit (INR) 


0.000 
1,625.000 
0.000 
1,625.000 


1,625.000 


13-04-2021 


Include Default Book Entries 


Credit (IN... Balance (INR) 

0.000 0.000 
0.000 

0.000 0.000 
2,000.000 -2,000.000 
0.000 0.000 
2,000.000 0.000 
2,000.000 0.000 
0.000 

2,000.000 0.000 
2,000.000 0.000 


13-04-2021 


Group by Voucher (Consol 


Include Default Book Entries 


Credit (IN... Balance (INR) 
0.000 0.000 
0.000 1,625.000 
1,625.000 0.000 
1,625.000 0.000 
1,625.000 0.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


booked in "Cost of goods sold" account by same amount. 


Q Search or type a command (Ctrl + G) 


13-04-2021 


Show Cancelled Entries 


Voucher Type 


Payment Entry 


Payment Entry 


Voucher No 


ACC-PAY-2... 


ACC-PAY-2... 


Create Card 


ACC-PAY-2021-00004 


Against Acco... Party Ty... 
Super Bazaar 
Cash - UP Supplier 


Equipments are "Fixed Assets" (because they have a long life) and raw materials are "Current Assets" (since they are used for day-to-day 
business), of the company. So, "Equipments" and "Stock in Hand" accounts have been debited to increase the value. He pays 2000, so "Cash" 


account will be reduced by that amount, hence credited and he is liable to pay Rs. 3000 to "Super Bazaar" later, so Super Bazaar will be 


Mama (who takes care of all entries) decides to book sales at the end of every day, so that he can analyze daily sales. At the end of the very 


first day, the tea stall sells 325 cups of tea, which gives net sales of Rs. 1625. The owner happily books his first day sales. 


Q Search or type a command (Ctrl + G) 


13-04-2021 


Show Cancelled Entries 


Voucher Type 


Sales Invoice 


Sales Invoice 


Voucher ... 


ACC-SINV... 


ACC-SINV... 


Set Chart 


Against Acco... Party Type 
Sales - UP Customer 
Walk-in Custo... 


Income has been booked in "Sales of Tea" account which has been credited to increase the value and the same amount will be debited to 


"Cash" account. Lets say, to make 325 cups of tea, it costs Rs. 800, so "Stock in Hand" will be reduced (Cr) by Rs. 800 and expense will be 


At the end of the month, the company paid the rent amount of stall (Rs. 5000) and salary of one employee (Rs. 8000), who joined from the 


Set Chart CG 


Super Bazaar 


Create Card CG 


ACC-SINV-2021-00002 


Walk-in Customer 


Execution Time: 0.013791 sec 


Help ~ BS 


Pr 


Help» BS 


Pro, 
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B > Accounting 


Dimensions 
Posting ... 
1 
2 
3 
4  13-04-2... 
5S 13-04-2... 
6 13-04-2... 
7 
8 
9 


1... 


Consider Accounting 


General Ledger 


Unico Plastics Inc. Fir Book 


Account 


Opening 


Opening 

Office Rent - UP 

Salary - UP 

SBI Bank 10002345 - UP 
Total 


Closing (Opening + Total) 


Total 


4. Booking Profit_ 


Show Opening Entries 


Debit (INR) 


0.000 


0.000 
5,000.000 
8,000.000 

0.000 

13,000.000 


13,000.000 


13,000.000 


This is done using a Period Closing Voucher. 


13-04-2021 


Include Default Book Entries 


Credit (IN... 


0.000 


0.000 
0.000 
0.000 
13,000.000 
13,000.000 


13,000.000 


13,000.000 


13-04-2021 


Balance (INR) Voucher Type 


0.000 
0.000 
0.000 
5,000.000 Journal Entry 
13,000.000 Journal Entry 
0.000 Journal Entry 
0.000 
0.000 
0.000 


0.000 


is Rs. 44000 and there are some raw materials available worth Rs. 1000. 


Q Search or type a command (Ctrl + G) 


Show Cancelled Entries 


Voucher No 


ACC-JV-2021-00020 


ACC-JV-2021-00020 


ACC-JV-2021-00020 


Set Chart Create Card G 


Against Acco... 


SBI Bank 100... 
SBI Bank 100... 


Office Rent - ... 


As month progress, company purchased more raw materials for the business. After a month he books profit to balance the "Balance Sheet" 
and "Profit and Loss Statements" statements. Profit belongs to Mama and not the company hence its a liability for the company (it has to 
pay it to Mama). When the Balance Sheet is not balanced i.e. Debit is not equal to Credit, the profit has not yet been booked. To book profit, 


the profit and loss accounts have to be reset. The profit/loss is transfered to the Liability account and the profit/loss statement starts fresh. 


Explanation: Company's net sales and expenses are Rs. 40000 and Rs. 20000 respectively. So, company made a profit of Rs. 20000. To make 


the profit booking entry, "Profit or Loss" account has been debited and "Capital Account" has been credited. Company's net cash balance 


G Help ~ BS 


ACC-JV-2021-00020 


Party Type Party 
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SETUP- ACCOUNTS SETTINGS 


There are various account settings in ERP to restrict and configure actions in the Accounting module. 


Transactions Settings 


B >» Accounting > Accounts Settings Q Search or type a command (Ctrl + G) yay Help » A 
= Accounts Settings 
2 Assigned To 
+ Transactions Settings 
Over Billing Allowance (%) Check Supplier Invoice Number Uniqueness 


@ Attachments 


Attach File + olay Unlink Payment on Cancellation of Invoice 


The percentage you are allowed to bill more against the amount ordered. For 


dy Reviews example, if the order value is $100 for an item and tolerance is set as 10%, then you Automatically Fetch Payment Terms 


are allowed to bill up to $110 
Eng Delete Accounting and Stock Ledger Entries on deletion of Transaction 


Role Allowed to Over Bill 
Aa awit Book Asset Depreciation Entry Automatically 
& Shared With 


F 7 % Unlink Advance Payment on Cancellation of Order 
aa Users with this role are allowed to over bill above the allowance percentage @ y 


Role allowed to bypass Credit Limit Enable Common Party Accounting 


R Administrator Create Ledger Entries for Change Amount 
0-Qo0 FOLLOW 
If enabled, ledger entries will be posted for change amount in POS transactions 


You edited this Enable Discount Accounting 


1 week ago If enabled, additional ledger entries will be made for discounts in a separate Discount 


Account 
You created this 


1 year ago 


1. Over Billing Allowance (%)_ 

The percentage by which you can overbill transactions. For example, if the order value is $100 for an Item and percentage here is set as 10% 
then you are allowed to bill for $110. 

2. Role Allowed to Over Bill 

Users with this role are allowed to over bill above the allowance percentage. 

3. Role allowed to bypass Credit Limit_ 

Select the role that is allowed to submit transactions that exceed credit limits set. The credit limit can be set in the Customer form. 

4. Check Supplier Invoice Number Uniqueness_ 

When checked, Purchase Invoices with same ‘Supplier Invoice No’ will not be allowed. This is useful to avoid duplicate entries. 

5. Unlink Payment on Cancellation of Invoice_ 

If checked, system will unlink the payment against the respective invoice. By default, if a Payment Entry is submitted, the linked invoice 
cannot be canceled until the Payment Entry is also canceled. On unlinking, you can now cancel and amend the invoices. But the payments 
not be linked and considered as advance payments. 

6. Automatically Fetch Payment Terms from Order_ 

Enabling this will automatically fetch the Payment Terms from a Purchase/Sales Order to its linked Purchase/Sales Invoice. 

7. Delete Accounting and Stock Ledger Entries on deletion of Transaction_ 

Enabling this will allow the deletion of linked General Ledger and Stock Ledger Entries on deleting invoices and receipts. This can be checked 
if you don't want to lose the document ID after cancelling the document. You can now cancel and delete the document to get the same 
document ID again. 

8. Book Asset Depreciation Entry Automatically 

When checked, an automatic entry for an asset depreciation will be created based on the first date set. For example, yearly depreciation for 
an item will be scheduled for the next 3/4 years based on the Number of Depreciations Booked set in the Asset master. For more details, 
visit the Asset Depreciation page. 

9. Unlink Advance Payment on Cancellation of Order_ 


Similar to the previous option, this unlinks any advance payments made against Purchase/Sales Orders. 
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10. Enable Common Party Accounting_ 
If checked, an adjustment Journal Entry will be posted automatically on creation of Sales/Purchase Invoices against common Customer & 


Supplier. For more details, visit Common Party Accounting 


11. Create Ledger Entries for Change Amount_ 

If checked, for a Point of Sale invoice, the system will post ledger entries considering the change amount given. 

12. Enable Discount Accounting_ 

If checked, Discount Accounts can be added in the Items table of Sales Invoices, which will allow you to account for Discounts applied on 
Items more efficiently. It also lets you add Defualt Discount Accounts for Items, which will be fetched automatically when the Item is added 
to a Sales Invoice. 


Tax Settings_ 


B > Accounting >» Accounts Settings Q Search or type a command (Ctri + G) ray Help v A 


Accounts Settings . ee 


ted this 


Tax Settings 


Determine Address Tax Category From Automatically Add Taxes and Charges from Item Tax Template 


Billing Address Hy 


Address used to determine Tax Category in transactions 


1. Determine Address Tax Category From_ 

Tax category can be set on Addresses. An address can be Shipping or Billing address. Set which addres to select when applying Tax Category. 
2. Automatically Add Taxes and Charges from Item Tax Template_ 

Enabling this will populate the Taxes table in transactions if an Item Tax Template is set for an Item and that Item is selected in the transaction. 


Period Closing Settings 


B > Accounting >» Accounts Settings Q Search or type a command (Ctri + G) Q Help ~ A 


Accounts Settings 


Period Closing Settings 


Accounts Frozen Till Date 


te / modify 


1. Accounts Frozen Till Date_ 

Freeze accounting transactions up to specified date, nobody can make/modify entry except the specified Role. 

2. Role Allowed to Set Frozen Accounts and Edit Frozen Entries_ 

Users with this Role are allowed to set frozen accounts and create/modify accounting entries against frozen accounts. 


Deferred Accounting Settings 
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B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) 


= Accounts Settings 


Deferred Accounting Settings 
Book Deferred Entries Based On Automatically Process Deferred Accounting Entry 


Book Deferred Entries Via Journal Entry 


ixed amount will be bookec 


of the numb 


a month. It will be expense 


se is not booked for an entire month 


1. Book Deferred Entries Based On_ 


Deferred revenue amount can be booked based on two criteria. The default option here is "Days". If "Days" is selected, the deferred revenue 
amount will be booked based on the number of days in each month and if "Months" is selected, then it will be booked based on number 
of months. For Eg: If "Days" is selected and $12000 revenue has to be deferred over a period of 12 months, then $986.30 will be for the 


month having 30 days and $1019.17 will be booked for the month having 31 days. If "Months" is selected, $1000 deferred revenue will 


booked each month irrespective of the number of days in a month. 


2. Automatically Process Deferred Accounting Entry 


This setting is enabled by default. In case you don't want the deferred accounting entries to be posted automatically you can disable this 


setting. If this setting is disabled deferred accounting will have to be processed manually using Process Deferred Accounting 


ed revenue o1 f this is unchecked, direct GL entries will be created to book 


Qa Help ~ A 


d 


3. Book Deferred Entries Via Journal Entry 


By default Ledger Entries are posted directly to book deferred revenue against an invoice. In order to book this deferred amount posting 


via Journal Entry, this option can be enabled. 


4. Submit Journal Entries" 


This option is applicable only if deferred accounting entries are posted via Journal Entry. By default, the Journal Entries for deferred posting 
are kept in Draft state and a user has to verify those entries and submit them manually. If this option is enabled, Journal Entries will be 


automatically submitted without any user intervention. This option will only be displayed if Book Deferred Entries Via Journal Entry is 


checked. 


Print Settings_ 


B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) 


= Accounts Settings 


Print Settings 


Show Inclusive Tax in Print Show Payment Schedule in Print 


1. Show Inclusive Tax In Print_ 

The applied taxes will be shown in the print view. 

2. Show Payment Schedule in Print_ 

The Payment Schedule table is visible on using Payment Terms. Enabling this will show this table in print view. 


Currency Exchange Settings_ 


B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) 


Accounts Settings 


Currency Exchange Settings 


Allow Stale Exchange Rates 


Qa Help v A 
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This should be unchecked if you want ERP to check the age of records fetched from Currency Exchange in foreign currency transactions. If 


1. Allow Stale Exchange Rates_ 


it is unchecked, the exchange rate field will be read-only in documents. 
Stale Days is the number of days to use when deciding if a Currency Exchange record is stale. This is valid when ‘Allow Stale Rates' is disabled. 
So, if the Stale Days is set as 10, stale rates that are 10 days will be allowed. If Allow Stale Rates is enabled, there is no time limit on the age 
of stale rates. 
If stale rates are enabled, the order of fetching is: 

e Latest rate from Currency Exchange form 

e If no Currency Exchange is found latest rate as per market is fetched automatically 
If stale rates are disabled, the order of fetching is: 

e Latest rate from Currency Exchange form upto number of days set in ‘Stale Days' 

e If no Currency Exchange is found Latest rate as per market is fetched automatically 


Report Settings_ 


B > Accounting >» Accounts Settings Q Search or type a command (Ctrl + G) Qa Help ~ A 


= Accounts Settings ” 


Report Settings 


Use Custom Cash Flow Format 


Only select this if you have set up the Cash Flow Mapper documents 


1. Use Custom Cash Flow Format_ 


You may choose to use Custom Cash Flow Formats to customize what the Cash Flow report looks like. 
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SETUP- CHART OF ACCOUNTS 


The Chart of Accounts is the blueprint of the accounts in your organization. 

The overall structure of your Chart of Accounts is based on a system of double entry accounting that has become a standard all over the 
world to quantify how a company is doing financially. 

Chart of Accounts is a tree view of the names of the Accounts (Ledgers and Groups) that a Company requires to manage its books of 
accounts. ERP sets up a simple chart of accounts for each Company you create, but you can modify it according to your needs and legal 
requirements. 


For each company, Chart of Accounts signifies the way to classify the accounting entries, mostly based on statutory (tax, compliance to 


government regulations) requirements. 


B > Accounting Q Search or type a command (Ctrl + G) a Help v BS 


Chart of Accounts Expand All View > Create > Financial Statements 2 oo + New 


f Unico Plastics Inc. 


© Application of Funds (Assets) - UP % 30,22,689.52 Dr 
(5 current Assets - UP = 30,31,625.00 Dr 
(5 Fixed Assets - UP % 8,935.48 Cr 
(5 Investments - UP = 0.00 Cr 
Oo Temporary Accounts - UP = 0.00 Cr 
56 Source of Funds (Liabilities) - UP % 83,000.00 Cr 
oO Capital Account - UP = 25,000.00 Cr 
(5 Current Liabilities - UP % 58,000.00 Cr 
& income - uP % 1,625.00 Cr 
oO Direct Income - UP 2% 1,625.00 Cr 
(5 Indirect Income - UP = 0.00 Cr 
3 Expenses - UP Edit Delete AddChild View Ledger @ 51,064.52 Dr 
(5 Direct Expenses - UP % 0.00 Cr 
(5 indirect Expenses - UP % 51,064.52 Dr 


The Chart of Accounts helps you to answer questions like: 
e@ = What is your organization worth? 
e How much debt have you taken? 
e How much profit are you making (and hence paying tax)? 
e How much are you selling? 
@ What is your expense break-up? 
As someone managing a business, it is very valuable to see how well your business is doing. 
Tip: If you can’ t read a Balance Sheet it's a good opportunity to start learning about this. It will be worth the effort. You can also take the 
help of your accountant to set up your Chart of Accounts. 
To access the Chart of Accounts list, go to: 
Home > Accounting > Accounting Masters > Chart of Accounts 
1. How to Create/Edit Accounts_ 


ERP comes with a standard set Chart of Accounts. Instead of creating/modifying, you can also use the Chart of Accounts Importer tool. 


Note that the existing Chart of Accounts will be overwritten when this tool is used. 
1. Goto the Chart of Accounts list. 
Here you can open group accounts which contain other accounts. There are options to “Add Child” in an account, Edit or Delete the 


account. 
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B > Accounting Q Search or type a command (Ctrl + G) G Helpy BS 


Chart of Accounts Expand All View > Create > Financial Statements < oo 


Unico Plastics Inc. 


( Unico Plastics Inc. 


[| Application of Funddissets) -UP Edit Delete AddChild View Ledger $0.00 Cr 
(5 Current Assets - UP $ 0.00 Cr 
(5 Fixed Assets - UP $ 0.00 Cr 
(5 Investments - UP $ 0.00 Cr 
(5 Temporary Accounts - UP $ 0.00 Cr 
(5 Source of Funds (Liabilities) - UP $ 0.00 Cr 
© equity - uP $ 0.00 Cr 
© Income - uP $ 0.00 Cr 
o Expenses - UP $ 0.00 Cr 
2. The option to create a child account will only appear if you click on a Group (folder) type Account. 
3. Enter a name for the account. 
4. Enter a number for the account. 
5. Tick ‘Is Group’ if you want this to be a group account which can contain other accounts. 
6. Select the Account Type. Selecting this is important as some fields allow selecting only specific type of accounts. 
7. Change the currency if this account will be used for transactions with different currency. By default, it's the Company's currency. 


To know more, visit the Multi Currency Accounting page. 


8. Click on Create New. 
Typically, you might want to create Accounts for: 
e ‘Travel, salaries, telephone, etc. under Expenses. 
e@ ~=Value Added Tax (VAT), Sales Tax, Equity, etc. under Current Liabilities. 
@ Product Sales, Service Sales, etc. under Income. 


e Building, machinery, furniture, etc. under Fixed Assets. 


B > Accounting Q fearch or type a command (Ctrl + G) G Help v BS 


Chart of Accounts Expand All View < Create > Financial Statements > 


Unico Plastics Inc. 


f Unico Plastics Inc. 


(© Application of Funds (Assets) - UP Root Accounts $ 31,656,650.00 Dr 
(© Source of Funds (Liabilities) - UP $ 22,142,200.00 Cr 
© Equity - up $ 0.00 Cr 
© income - uP $ 30,050,000.00 Cr 
© Expenses - UP $ 20,535,550.00 Dr 


Tip: Accounts with different currencies are created when you receive or make payments to or from different currencies. For example if you 
are based in UAE and transact with USA, you may need to create accounts like ‘Debtors US’, ‘Creditors US’, etc. 

Let us understand the main groups of the Chart of Accounts. 

2. Account Types_ 

Account types are mainly classified as income, expense, asset, or liability. 


2.1 Balance Sheet Accounts_ 
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Balance Sheet accounts are ‘Application of Funds (Assets)' and ‘Sources of Funds (Liabilities)' that signifies the net-worth of your company 


at any given time. When you begin or end a financial period, all the Assets are equal to the Liabilities. 

A note on Accounting: If you are new to accounting, you might be wondering, how can Assets be equal to Liabilities? That would mean 
the company has nothing of its own. That's correct! All the “investments” made in the company to buy assets (like land, furniture, 
machines) is made by the owners. The owners are a liability to the company since the profits belong to the owners. 

If a company were to shut down, it would need to sell all the assets and pay back all the liabilities (including profits) to the owners, leaving 
itself with nothing. 

All the accounts under Balance Sheet accounts represent an asset owned by the company like "Bank Account", "Land and Property", 
"Furniture" or a liability (funds that the company owes to others) like "Owners funds", "Debt" etc. 

Two special accounts to note here are Accounts Receivable (money you have to collect from your Customers) and Accounts Payable (money 
you have to pay to your Suppliers) under Assets and Liabilities respectively. 

2.2 Profit and Loss Accounts_ 

Profit and Loss is the group of ‘Income’ and ‘Expense’ accounts that represent your accounting transactions over a period. 

Unlike Balance Sheet accounts, Profit and Loss accounts (or PL accounts) do not represent net worth (Assets), but rather represent the 
amount of money spent and collected in servicing customers during the period. Hence, at the beginning and end of your Fiscal Year, they 
become zero. 


In ERP it is easy to keep track of Profit and Loss via the Profit and Loss chart. 


B > Accounting Q Search or type a command (Ctrl + G) G Help» BS 
Profit and Loss Statement Financial Statements > Create Card Set Chart Add Chart to Dashboard G 
Unico Plastics Inc. Fiscal Year : 2021 2021 Monthly 


Include Default Book Entries 


Total Income Total Expense Net Profit 


$ 30.050.000.00 - $ 20.535,.550.00 $ 9.514,450.00 


30M 


Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total 


@ Income @® Expense ®@ Net Profit/Loss 

Account Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 
Note that, on the first day of the year you have not made any profit or loss, but you still have assets, hence balance sheet accounts never 
become zero at the beginning or end of a period. 
2.3 Groups and Ledgers_ 
There are two main kinds of Accounts in ERP - Group and Ledger. Groups can have sub-groups and ledgers within them, whereas ledgers 
are the leaf nodes of your chart and cannot contain more accounts in them. 
Accounting Transactions can only be made against Ledger Accounts (not Groups) 
Info: The term "Ledger" means a page in an accounting book where entries are made. There is usually one ledger for each account (like a 
Customer or a Supplier). 


Note: An Account “Ledger” is also sometimes called as Account “Head” . 
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B > Accounting 


Chart of Accounts 


Unico Plastics Inc. 


& Unico Plastics Inc. 
o Application of Funds (Assets) - UP 
on] Current Assets - UP 


© Accounts Receivable - UP 


(5 Securities and Deposits - UP 


(5 Stock Assets - UP 


{Bank Accounts - UP $ 0.00 Cr 
© 1001 - Citi- UP $ 0.00 Cr 
© 1003 - Capital One - UP $ 0.00 Cr 

(5 Cash In Hand - UP $ 0.00 Cr 

(5 Loans and Advances (Assets) - UP $ 0.00 Cr 

$ 0.00 Cr 


(5 Tax Assets - UP $ 0.00 Cr 
© Fixed Assets - UP $ 75,000.00 Dr 
© Investments - UP Edit Delete AddChild View Ledger $0.00 Cr 

2.4 Other Account Types_ 


Q Search or type a command (Ctrl + G) ray Help v BS 
Expand All View Create ° Financial Statements < . 


$ 31,656,650.00 Dr 
$ 31,656,650.00 Dr 


$ 30,050,000.00 Dr 


$ 1,606,650.00 Dr 


In ERP, you can also specify more information when you create a new Account, this is there to help you select that particular account in a 
scenario like ‘Bank Account’ or a ‘Tax Account’ and has no effect on the Chart itself. 


Explanation of account types: 


Accumulated Depreciation: To store the total accumulated depreciation information of the Company Assets. Accumulated 


Asset Received But Not Billed: A temporary liability account which holds the value of Asset received but not billed yet. 


Bank: The account type under which bank accounts will be created. There must be at least one group account of type "Bank" in 


Cash: The account type under which cash account will be created. There must be at least one group account of type "Cash" in 


Chargeable: Additional charges applied to Items can be stored in accounts of this type. For example, "Freight and Forwarding 


Capital Work in Progress: Current charges when creating Fixed Assets are stored in CWIP accounts. For example, construction 


costs when constructing a building. In ERP Assets are booked against CWIP accounts when they are not yet being used. 


Cost of Goods Sold: An account under this type is used to book the accumulated total of all costs incurred while 


Depreciation: The expense account to book the depreciation of the fixed assets. This appears on the Income statement. 


Equity: These type of accounts represent transactions with people that own the business, i.e. the shareholders/owners. 


Expenses Included In Asset Valuation: The account to book the expenses (apart from the direct material costs of Assets) included 


Expenses Included In Valuation: The account to book the expenses (apart from direct material costs) included in the landed 


Income Account: This type of accounts represents any source of income or revenue booked for the Company. 


Payable: The account type represents the amount owed by a company to its creditors (Suppliers). 


Receivable: The account type represents the amount owed to a company by its debtors (Customers). 


e 
depreciation appears on the balance sheet. 
e 
e 
the CoA. 
e 
the CoA. 
e 
Charges". 
e 
e 
manufacturing/purchasing a product or service, sold by a Company. 
e 
e 
e 
in the landed cost of an Asset. 
e 
cost of an item/product, used in Perpetual Inventory. 
e Fixed Asset: The account to maintain the costs of fixed assets. 
e 
e 
e 
e 


Round Off: In many Invoices there can be some rounding off in the final amount. For accurate tracking, those amounts can be 
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booked to accounts of this type. 
e@ = Stock: The account group under which Warehouse accounts will be created. 
e = Stock Adjustment: An expense account to book any adjustment entry of stock/inventory. Generally comes at the same level of 
Cost of Goods Sold. 
e@ Stock Received But Not Billed: A temporary liability account which holds the value of stock received but not billed yet and used 
in Perpetual Inventory. 
@ Tax: All tax accounts like VAT, TDS, GST, etc. come under this type. 
e@ = Temporary: A Temporary account is useful for balancing incomes, expenses and nullifying them when shifting to ERP mid-year 
with outstanding accounting entries. 
Note: When making Payment Entries, the default bank account will be fetched in the following order if set: 
* Company form 
* Mode of Payment default account 
* Customer/Supplier default bank account 
* Select manually in Payment Entry 
2.5 Financial statements_ 
Financial statements for your company are easily viewable in ERP. You can view financial statements such as Balance Sheet, Profit and Loss 
statement, and Cash flow statement. 
An Example of various financial statement are given below: 


1. Cash Flow Report: 


B > Accounting Q Search or type a command (Ctrl + G) Q Helpy BS 
Net Cash from Operations Net Cash from Investing Net Cash from Financing Net Change in Cash 
$ -20.000.000.00 $ -75.000.00 $ 0.00 $ -20.075.000.00 


“5M 


10M 


2021 


@ Net Cash from O... ®@ Net Cash from|... ™@ Net Cash from F... 


Account 2021 


1 ~ Cash Flow from Operations 


2 Profit for the year $ 9,514,450.00 
3 Depreciation $ 0.00 
4 Net Change in Accounts Receivable $ -30,050,000.00 
5 Net Change in Accounts Payable $ 2,142,200.00 


2. — Profit and Loss Report: 
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B > Accounting 


Profit and Loss Statement 


Unico Plastics Inc. Finance Book Fiscal Year 
Total Income Total Expense 
$ 30.050.000.00 $ 20.535.550.00 
40M 


“oa i he 


3. Balance Sheet Report: 


B > Accounting 


2.6 Account Number_ 


the sub-categories within that major category will all begin with the same number. 


clicking Update Account Name / Number button. On updating account number, 


embed the number in the account name. 


Jan Feb... Mar Apr May Jun Jul... 
® Income @ Expense @ Net Profit/Loss 
Account Jan 2021 Feb 2021 


Total Asset Total Liability Total Equity Provisional Profit / Loss (... 
$ 31.656.650.00 $ 22.142.200.00 $ 0.00 $ 9.514.450.00 
40M 
30M 
20M 
10M 
0 
Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 

® Assets @ Liabilities 

Account Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 
1 © Application of Funds (Assets) $7,350,000.00 $ 18,235,550.00 $31,121,100.00 $31,656,650.00 $31,656,650.00 $ 31,656,650.00 
2 ~ Current Assets $ 7,350,000.00 $ 18,235,550.00 $ 31,121,100.00 $ 31,656,650.00 $ 31,656,650.00 $ 31,656,650.00 
3 v Accounts Receivable $ 7,350,000.00 $ 17,700,000.00 $ 30,050,000.00 $ 30,050,000.00 $ 30,050,000.00 $ 30,050,000.00 
4 Debtors $ 7,350,000.00 $ 17,700,000.00 $ 30,050,000.00 $ 30,050,000.00 $ 30,050,000.00 $ 30,050,000.00 


A standard Chart of Accounts is organized according to a numerical system. Each major category will begin with a certain number, and then 


with the digit 1000, then cash accounts might be labeled 1100, bank accounts might be labeled 1200, accounts receivable might be labeled 
1300, and so on. A gap between account numbers is generally maintained for adding accounts in the future. 


You can assign a number while creating an account from Chart of Accounts page. You can also edit a number from account record, by 


Q Search or type a command (Ctrl + G) Gg Help»; BS 
Financial Statements 2 Create Card Set Chart Add Chart to Dashboard Co 
2021 2021 Monthly 


Include Default Book Entries 


Net Profit 
$ 9.514,.450.00 


Aug .. sep Oct Nov Dec Total 
Mar 2021 Apr 2021 May 2021 Junj2021 
Q Search or type a command (Ctrl + G) Q Help v BS 


For example, if assets are classified by numbers starting 


the system renames the account name automatically to 


48_btt 5 
MAN ENERGY -119 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


Update Account Number / Name 


Account Name * 


Capital One 


Account Number 


1003 


SETUP- OPENING BALANCE IN ACCOUNTS 


The opening balance is the balance that is brought forward at the beginning of an accounting period from the end of a previous 
accounting period or when starting out. 
This also applies when starting a new Company and would like your offline balances to be updated in ERP. 
1. Introduction_ 
If you are a new company, you will have minimal opening balances to be imported. However, if you are migrating from a legacy accounting 
system like Tally or a Fox Pro based software you will have considerable data to be imported as opening balance. 
We recommend that you start using ERP for accounting from a new financial year, but you could start midway too. To set up your accounts, 
you will need the following for the “day” you start using accounting in ERP: 
Assets_ 
1. Stock assets (stock in hand). 
2. Fixed assets like furnitures, computers, etc. 
3. Accounts Receivables (AR) i.e. unpaid invoices which you have sent to your Customers. 
4. Current assets like bank balances, cash in hand, deposits, etc. 
Liabilities 
1. Capital accounts like your shareholder’ s (or owner's) capital 
2. Current liabilities like loans, salary payables etc 
3. Accounts Payables(AP) i.e. unpaid invoices which your suppliers have sent you 
If you were using another accounting software before, you should close financial statements in that software first. The closing balance of 
the accounts should be updated as an opening balance in the ERP. Before starting to update opening balance, ensure that your Chart of 
Accounts has all the Accounts required. 
Opening entries can be created using the Opening Invoice Creation Tool in ERP. 
Opening entry is only for Balance Sheet accounts and not for Profit and Loss Accounts. 
2. Opening Balance of Assets_ 
2.1 Fixed Assets 
2.2 Stock Assets 
2.3 Accounts Receivable 
2.4 Current Assets 
3. Opening Balance of Liabilities" 


3.1 Capital Accounts 
3.2 Current Liabilities 


3.3 Accounts Payable 
4. Verify the Opening Balance_ 


Once all assets and liabilities have been imported, the balance of Temporary Opening ledger should be zero. 
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SETUP-COST CENTER 


A Cost Center is a part of an organization where costs or income can be charged. 

In ERP you can use the Cost Center as a Profit Center. 

Your Chart of Accounts is mainly designed to provide reports to the government and tax authorities. 

Most businesses have multiple activities like different product lines, market segments, areas of business, etc that share some common 
overheads. They should ideally have their own structure to report whether they are profitable or not. For this purpose, there is an alternate 
structure called the Chart of Cost Centers. 


A Cost Center acts like an Accounting Dimension which helps you track costing based on particular areas. 


The Cost Center can be set at these levels: 
@ Company 
e Item 
e Order/Invoice 
The Cost Center can be linked to the following transactions: 
1. Sales Invoice 
2. Purchase Invoice 
Journal Entry 
Payment Entry 


a F w& 


Delivery Note 


And other transactions which can be used for budgeting. You can also use Cost Center for Budgeting. 
1. Cost Center tree_ 
You can create a tree of Cost Centers to represent your business better. Each Income / Expense entry is also tagged against a Cost Center. 
If ‘Allow Cost Center In Entry of Balance Sheet Account’ is checked under Account Settings, the system will allow a User to tag entry in 
Balance Sheet Accounts against a Cost Center. 
For example, if you have two types of sales: 

e ~=Walk-in Sales 

@ Online Sales 
You may not have shipping expenses for your walk-in customers, and no shop- rent for your online customers. If you want to get the 
profitability of each of these separately, you should create the two as Cost Centers and mark all sales with either "Walk-in" or "Online" Cost 
Center. Mark all your purchases in the same way. 
Thus when you do your analysis you get a better understanding as to which side of your business is doing better. Since ERP has an option 
to add multiple Companies, you can create Cost Centers for each Company and manage them separately. 
To access the Chart of Cost Centers, go to: 
Home > Accounting > Budget and Cost Center > Chart of Cost Centers 
2. How to set up Chart of Cost Centers_ 

1. Go to the Chart of Cost Centers. 

2. Add region-wise nodes. 

3. Add other nodes as per your needs. 


Selecting a different Company will display the Cost Centers for that Company. 
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B > Accounting 


Cost Center Tree 


Unico Plastics Inc. 


Unico Plastics Inc. 
5 unico Plastics Inc. - UP 
© Main - UP 
( PETE - up 


© PETE - Main - UP 


fe} 


PETE - Sales - UP 
© PETE - Engineering - UP 


© PETE - Manufacturing - UP 


B > Company > Unico Plastics Inc 


= Unico Plastics Inc. 


& U n ico Sales 


20M 


& Assigned To 15M 


+ 
10M 


@ Attachments 

® unico201e83.png x 
(} unicoc2af9e.png x 
© unico.png x 


Attach File + 


vy Reviews Pre Sales 


+ Quotation 


& Shared With 


+ 


® Tags 


Add a tag 


Projects 


Project 


May 20 


Connections ~ 


Expand All View > Budget > 
Q Search or type a command (Ctri + G) G Help v BS 
Create Tax Template Create > < > 8 | save | 
Jun 20 Jul 20 Aug 20 Sep 20 Oct 20 Nov 20 Dec 20 Jan 21 Feb 21 Mar 21 Apr 21 
Orders Support 
Sales Order ba Issue of 
© Delivery Note 1 + 


© Sales invoice 


SETUP-COST CENTER ALLOCATION 


Cost Center Allocation is a feature using which the general ledger entry against a cost center can be split against multiple cost centers. In 

the Cost Center Allocation document, you can define allocation percentages of the child cost centers. 

In a growing business, it becomes a necessity to analyse the income/expenses against each business unit of the organisation. And to do 

that, we need to treat each businees unit as a cost center and book income/expenses against the cost center. But if we need to split it every 

time at the transaction level manually, it becomes very difficult. That's when this Cost Center Allocation feature comes to the rescue. 

In ERP, we just need to define the allocation between multiple cost centers (business units) against a specific master/main cost center. Then 

whenever we book an invoice or expense transaction against the main cost center, the system automatically split it based on allocation and 

posts gl entries against each child cost center. 

1. How to create a Cost Center Allocation? 
1. Go to Cost Center Allocation list view and create a new Cost Center Allocation. 


2. — Enter the Main Cost Center which will be used in the transaction. 


Q Search or type a command (Ctrl + G) G Help v BS 


4+ 
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= CC-ALLOC-00003 .- brat 


&, Assigned To 


+ 


@ Attachments 


& Shared With 


4s 
No. 
S Tags ; 
Add a tag... 
2 
3 
90:-Q0 FOLLOW 4 
Add Row 


You edited this 
3 hours ago 


2. GL Entries against Transaction_ 


Be > Accounting 


General Ledger 


Gadget Technologies Pvt. Finance Book 


y Type Party 


o Consider Accounting 
v 
Dimensions 


Posting Date Account 


1 Opening 
2 28-01-2022 Debtors - GTPL 


3 28-01-2022 SGST - GTPL 


4 28-01-2022 Sales - GTPL 

5 28-01-2022 Sales - GTPL 

6 28-01-2022 Sales - GTPL 

7 28-01-2022 Sales - GTPL 

8 Total 

9 Closing (Opening + Total) 


Show Opening Entries 


5. Save and Submit the document. 


B > Accounting » Cost Center Allocation >» CC-ALLOC-00003 


Submit this document to confirm 


Main Cost Center * 


Attach File a ERPNext - GTPL 
vy Reviews Company * 
+ Gadget Technologies Pvt. Ltd. 


Cost Center Allocation Percentages 


Cost Center 

ERPNext Development - GTPL 
ERPNext Sales - GTPL 

ERPNext Implementation - GTPL 


ERPNext Support - GTPL 


entries based on the applicable cost center allocation record. 


28-01-2022 


Group by Voucher (Consol 


Cost Center 


Main - GTPL 
Main - GTPL 
ERPNext Sales - GTPL 


ERPNext Implementation - GTPL 


ERPNext Support - GTPL 


ERPNext Development - GTPL 


Include Default Book Entries 


4. — In the child table, enter child cost centers and their percentage 


3. — Enter Valid From and Valid Upto to track the validity of the allocation. 


Q Search or type a command (Ctrl + G) 


Valid From * 


01-12-2021 


Q Search or type a command (Ctrl + G) 


28-01-2022 


Debit (INR) 
0.00 
1,180.00 
0.00 


1,180.00 


1,180.00 


Currency c 


Show Cancelled Entries 


While booking any transaction against the main cost center, the system automatically split the GL Entry against it and posts multiple gl 


Account 


Cost Center 


Show Net Values in Party 


Account 


Credit (INR) Voucher Type Voucher No 
0.00 

0.00 Sales Invoice PVROOO06 

180.00 Sales Invoice PVROOO06 

Sales Invoice PVROOO06 

Sales Invoice PVROOO06 

Sales Invoice PVROOO06 

Sales Invoice PVROOO006 


1,180.00 


1,180.00 


(GL Entries against a Sales Invoice has been splitted based on Cost Center Allocation) 


jay Helpy = A 


Percentage (%) i 


PVROOOO06 


Against Account 


Aditi Medical and General Stores 
Aditi Medical and General Stores 
Aditi Medical and General Stores 
Aditi Medical and General Stores 


Aditi Medical and General Stores 


30 ? Edit 
30 ? Edit 
20 ? Edit 
20 ? Edit 


QO Help v A 


SetChart G 
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SETUP-FISCAL YEAR 


A Fiscal Year is used to record and report the transactions for the year. 


Fiscal Year may or may not be the same as a calendar year. 


that the period should be a calendar year (that is, 1 January to 31 December). 


are advantages in starting the Fiscal Year at a different time. 


To access the Fiscal Year list, go to: 
Home > Accounting > Setup > Fiscal Year 
1. How to set up Fiscal Year_ 

1. Go to the Fiscal Year list. 


2. Toset the Fiscal Year as default, click on the Set as Default button. 


B > Accounting > Fiscal Year > new-fiscal-year-1 
New Fiscal Year - Noi savec 


Year Name * 


2022 


Disabled 


Is Short Year 


Less than 12 months 
Year Start Date * 


01-01-2022 


Year End Date * 


12-31-2022 


Companies 
No ompany 
1 Unico Plastics Inc. 


Add Row 


Note - 


automated in ERP. 


system auto-creates new Fiscal Year. 


It is also known as a financial year or a budget year. It is used for calculating financial statements in businesses and other organizations. The 


For tax purposes, companies can choose to be calendar-year taxpayers or fiscal-year taxpayers depending on the jurisdiction. In many 


jurisdictions, regulatory laws regarding accounting and taxation require such reports once per twelve months. However, it is not mandatory 


A Fiscal Year usually starts at the beginning of a quarter, such as April 1, July 1 or October 1. However, most companies’ Fiscal Year also 


coincides with the calendar year, which starts at January 1. For the most part, it is simpler and easier that way. For some organizations, there 


For example, businesses that are seasonal might start their Fiscal Year on July 1 or October 1. A business that has most of its income in the 


fall and most of its expenses in the spring might also choose to start its Fiscal Year on October 1. That way, they know what their income 


will be for that year, and can adjust their expenses to maintain their desired profit margins. 


3. In case you have multiple companies sharing the same Fiscal Year, you can add it as shown in the following screenshot: 


1.New Fiscal Year should be created each year, at the end of the current fiscal year. Creation of new Fiscal Year before its begining has been 


2.Three days prior to the end of the current Fiscal Year, system checks if new Fiscal Year for the incoming year is already created. If not, then 


Q Search or type a command (Ctrl + G) a Helpy BS 


@ Edit 
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SETUP-ACCOUNTING PERIOD 


An Accounting Period defines a time period in which financial statements are recorded. 

In ERP, Accounting Period is a timeframe outside which selected submittable transactions (like Sales/Purchase Invoice, Stock Entry, Payroll 
Entry, Journal Entry etc) are not allowed to be created. In other words, the selected transactions are only allowed to be created within the 
defined Accounting Period. 

Why is Accounting Period needed? 

When transactions are submitted, they affect the ledgers and the reports which process the ledger data. This can cause issues when financial 
reports have to be generated for audit by authorities or for closing the accounting books for the financial year. 

Here Accounting Period can be used to limit the time period within which transactions can be submitted to preserve the integrity of the 
corresponding reports. 

1. How to create an Accounting Period_ 


1.1 What is the "Closed" option for the selected transactions used for?_ 


B > Accounting > Accounting Period >» Jan - 2021- UP Q Search or type a command (Ctrl + G) G Help v BS 


Jan - 2021- UP <\ >) 6 
+ 
PEReEee an Closed Documents 
+ No Document Type 
e 1 Sales Invoice @ Edit 
> Tags 
Add a'tag 2 Purchase Invoice ] 2 Edit 
3 Journal Entry @ @ Edit 
0 0 FOLLOW 4 Payroll Entry @ 2 Edit 
5 Bank Clearance ] @ Edit 
You edited this 
1 minute age 6 Asset @ Edit 
You created this 
1 minute age 7 Stock Entry \~ 2 Edit 
Add Row 


The "Closed" option in the childtable for transaction doctypes is used to select which of them are to be restricted after the end of the 
Accounting Period. 
Do note that if the Accounting Period ends and if any of the selected transactions in the child table don't have "Closed" checked, then they 
won't be restricted after the Accounting Period ends. 

1. Enter a name for the Accounting Period. 

2. Define a time frame by setting Start and End Dates. 

3. Add or remove transactions from the table. Note that all transactions listed in the table with "Closed" option checked will be 

restricted after the accounting period ends. 


4. Save and Submit. 
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& Shared With 


+ No. 
® Tags i 
Add a tag... - 2 

3 
90-Q0 FOLLOW 4 


You edited this 
just now 6 


You created this 
just now 


so. 


Frozen Entries’ in Account Settings. 


= Jan-2021- UP 
Ce neeryguee ie 
Start Date * 
+ 
01-01-2021 
@ Attachments 
End Date * 
Attach File + 
01-31-2021 
wy Reviews 
+ 


B > Accounting > Accounting Period >» Jan - 2021- UP 


Closed Documents 


Document Type 


Sales Invoice 


Purchase Invoice 


Journal Entry 


Payroll Entry 


Bank Clearance 


Asset 


Stock Entry 


° Message 


Q Search or type a command (Ctrl + G) G 


Company * 


Unico Plastics Inc. 


Closed 


If you try to submit a closed transaction after its Accounting Period ends, you will see a validation error preventing you from doing 


You cannot create or cancel any accounting entries with in the closed 


Accounting Period Jan - 2021- UP 


Note: No role can submit transactions defined in the Accounting Period, even the Role set in ‘Role Allowed to Set Frozen Accounts & Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 
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SETUP-FINANCE BOOK 


A Finance Book is a book against which all the accounting entries are booked. 

You can have multiple finance books. For example, one book for tax authorities and another for stockholders. This is useful if you have to 
report depreciation and other values in different ways based on regulatory requirements. You can also use this to post alternate balance 
sheets for your internal reporting. 


In order to use Finance Books, you need to check Enable Finance Books under the Fixed Asset Defaults section of the Company master. 


B > Company > Frappe Q Search or type a command (Ctrl + G) Q Help ~ A 


= Frappe View > Manage < < > 8 


Fixed Asset Defaults ~ 


Enable Finance Books Repair and Maintenance Account 


Repair and Maintenance Account - F 


Default Finance Book * 


Default Finance Book Gain/Loss Account on Asset Disposal 


Accumulated Depreciation Account CEL EEE DGESE AIRE See te 


Accumulated Depreciations - F Asset Depreciation Cost Center 


Depreciation Expense Account Main - F 


Depreciation - F Capital Work In Progress Account 
Series for Asset Depreciation Entry (Journal Entry) 
Asset Received But Not Billed 


Expenses Included In Asset Valuation Asset Received But Not Billed - F 


Expenses Included In Asset Valuation - F 


Finance Book is not a mandatory setup. But if you choose to create multiple Finance Books, then you can make entries against a specific 
Finance Book by selecting that book in Journal Entry. If a Finance Book field is blank in a Journal Entry that means the entry will be available 
in all finance books. 

Many a times, for fixed asset depreciation, a Company may use different depreciation methods (Straight Line / Written Down Value / Double 


Declining Balance) for different finance books. You can set up different depreciation schedules for each Finance Book. Then, automatic 


depreciations will booked against that Finance Book according to the schedule. 


B > Accounting > Journal Entry > new-journal-entry-1 Q Search or type a command (Ctri + G) Gi Help v BS 


= New Journal Entry - noi sevec Quick Entry 


Entry Type * From Template 


> 


Journal Entry 


« 


Series * Company * 


ACC-JV-.YYYY.- sy Unico Plastics Inc. 


Finance Book Posting Date * 


IFRS Tax 04-14-2021 
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SETUP-ACCOUNTING DIMENSIONS 


Dimensional accounting means tagging each transaction with appropriate dimensions like Branch, Business Unit, etc. This allows you to 
maintain each segment separately, thereby limiting the overall maintenance on GL accounts and your Chart of Accounts remains pure. 
Cost Center and Project are treated as dimensions by default in ERP. On setting a field in Accounting Dimension, that field will be added in 
transactions reports where applicable. 
In ERP you can create configurable accounting dimensions and use them in transactions and reports. 
To access the Accounting Dimension list, go to: 
Home > Accounting > Settings > Accounting Dimensions 
1. How to create Accounting Dimension in ERP._ 
1. Goto the Accounting Dimension list and click on New. 
2. Select the Reference Document which you want to use as a custom dimension. For example, if you select Department as Reference 
Document, the dimension will be based on Department. 
3. Enter the name of the dimension (This name will appear in the transactions for which dimensions are created). 
4. Inside the Dimension Defaults table you can mention company specific default dimensions as shown in the screenshot below. 
This dimension will be automatically fetched in the transaction against that specific company. 


5. Check "Mandatory" checkbox if you want the dimension to be mandatory in the transactions. 


B > Accounting > Accounting Dimension > Business Unit Q Search or type a command (Ctrl + G) G Help v BS 


Business Unit. - Enabied Show Business Unit Disable < > & 


2. Assigned To 
Reference Document Type * 
+ 
Business Unit 
> Attachments 
Dimension Defaults 
Attach File + 
No Company Default Dimension Mandatory For Profit and Loss A 
vw Reviews 
+ 1 Unico Plastics Inc. Industrials a @ Edit 
Add Row 
} Shared With 
+ 
2. Features_ 


As you create the dimension, custom fields will be created using a background job for that specific dimension. You can see them in 
Accounting Dimensions section inside the transactions which have an impact on Accounting entries (GL Entry). 

2.1 Using dimensions in transactions_ 

To tag a transaction with a dimension you can select the specific dimension in Accounting Dimensions section as shown in the screenshot 


below. 
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B > Accounting > Sales Invoice >» new-sales-invoice-1 Q Search or type a command (Ctrl + G) Ga Help» BS 


= New Sales Invoice - Nor savea Get Items From < save | 


Accounting Dimensions ~ 


Business Unit Cost Center 


Healthcare 
Industrials 
Filters applied for Dimension = business_unit, Account = Debtors - U... 


Q Advanced Search 


Address and Contact v 


Currency and Price List ~ 


Currency * Price List * 


= i 1 
2.2 Filtering Reports based on dimensions_ 


You can also filter various financial reports like Profit and Loss Statement, Balance Sheet, General Ledger based on these dimensions. 


B > Accounting Q Search or type a command (Ctrl + G) Gi Help» BS 
General Ledger CreateCard  SetChart G 
Unico Plastics Inc. Finance Book 03-14-2021 04-14-2021 ccount Voucher No 


Group by Voucher (Consol Currency = ¢c 


p Jsiness Unit Consider Acdbunting Show Opening Entries Include Default Book Entries Show Cancelled Entries 


Healthcare 
bit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
Industrials 


Q Advanced Search 
75,000.000 75,000.000 0.000 


2 03-23-20... Payroll Payable - UP 0.000 7,500,000.00¢  -7,500,000.000 Journal Entry ACC-JV-2021-00003 Salary - UP 

3 03-23-20... Salary - UP 7,500,000.00¢ 0.000 0.000 Journal Entry ACC-JV-2021-00003 Payroll Payable... 

4 03-24-20... Debtors - UP 12,350,000.0¢ 0.000 12,350,000.000 _ Sales Invoice ACC-SINV-2021-00004 Sales - UP Customer Sysco Inc. 
5 03-24-20... Sales -UP 0.000 12,350,000.0€ 0.000 Sales Invoice ACC-SINV-2021-00004 Sysco Inc. 

6 04-14-20... Creditors - UP 0.000 535,550.000 -535,550.000 Purchase Invoice ACC-PINV-2021-00001 Stock In Hand... Supplier Apple Inc. 
7 04-14-20... Stock In Hand - UP 535,550.000 0.000 0.000 Purchase Invoice ACC-PINV-2021-00001 Apple Inc. 

8 Total 20,385,550.0( 20,385,550.0¢ 0.000 

9 Closing (Opening + Total) 20,460,550.0( 20,460,550.0¢ 0.000 


2.3 Making accounting dimensions mandatory for "Profit and Loss" and "Balance Sheet" Accounts_ 

Profit and Loss is the group of Income and Expense accounts that represent your accounting transactions over a period. 

The Balance Sheet accounts are Application of Funds (Assets) and Sources of Funds (Liabilities) that signify the net-worth of your company 
at any given time. 

By selecting the check boxes 'Mandatory for Profit and Loss Account’ or 'Mandatory for Balance Sheet' you can configure your dimensions 


to be mandatory for 'Profit and Loss' and ‘Balance Sheet Accounts’. 
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° Message 


Accounting Dimension Business Unit is required for ‘Profit and Loss' account 
Sales - UP. 


2.4 Disabling accounting dimensions when no longer required_ 
You can also disable the dimensions if you don't require them anymore. The old transactions having accounting dimensions will remain 


intact. 


B > Accounting >» Accounting Dimension > Business Unit Q Search or type a command (Ctrl + G) a Help v BS 


= Business Unit - Enabiea Show Business Unit < > Boo | save | 


2, Assigned To 


a Reference Document Type * 


Business Unit 
@ Attachments 
Dimension Defaults 


Attach File * 
No. Company Default Dimension Mandatory For Balance Sheet Mandatory For Profit and Loss Acc... 
vw Reviews 
+ 1 Unico Plastics Inc. Industrials @ Edit 
Add Row 


& Shared With 


+ 


SETUP-ACCOUNTING DIMENSIONS FILTERS 


In ERP, you can control the tagging of various accounting dimensions against a specific account. You can either allow or restrict certain 
accounting dimensions against an account using the accounting dimension filters 

To access the Accounting Dimension Filter list, go to: 

Home > Accounting > Accounting Dimension Filters 

1. How to create an Accounting Dimension Filter in ERP._ 

Go to the Accounting Dimension Filter list and click on New. 

Select the Accounting Dimension on which restriction has to be applied. 


Select "Allow" or "Restrict" in the Allow Or Restrict field based on the type of restriction you want to apply. 


Pe > > oe 


Add accounts on which restriction will be applied in the Accounts table. Optionally you can also check the "Is Mandatory" 
checkbox if the accounting dimension has to be made mandatory for any specific account. 


5. | Add dimension values in the Dimensions table that will be allowed or restricted for the mentioned accounts. 
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B > Accounting >» Accounting Dimension Filter >» Cost Center-00001 Q Search or type a command (Ctrl + G) rat Help» BS 
= Cost Center-00001 ~ Enabies coe ~ Fe 
& Assigned To 
Accounting Dimension * Company * 
+ 
Cost Center +) Unico Plastics Inc. 
@ Attachments 
Disabled Allow Or Restrict Dimension * 
Attach File + 
Allow . 
vy Reviews 
+ 
3 Shared With Applicable On Account Applicable Dimension 
+ _) Accounts Is Mandatory 
® Tags Sales - UP o PETE - Sales - UP 2 
Add a tag... Debtors - UP o Add Row 
Add Row 
90-QO0 FOLLOW 


You edited this 


Note: On checking Is Mandatory the accounting dimension will become mandatory against that specific account for all accounting transactions 
You created this 


2. Features_ 
2.1 Filtering accounting dimensions in transactions_ 


Based on the restrictions applied on the account, only allowed dimensions will be filtered and shown in the transactions. 


Accounting Details ~ 


Income Account * Expense Account 


Sales - UP Cost of Goods Sold - UP 


Asset 


Deferred Revenue v 


Item Weight Details ~ 


Stock Details ~ 


References v 


Accounting Dimensions ~ 


Business Unit Project 


Industrials 


Cost Center * 


PETE - Sales - UP 


Filters applied for Dimension = cost_center, Account = Sales - U... 


2.2 Validations for Invalid and Mandatory Dimensions_ 
In case any mandatory dimension is missing or a restricted dimension is tagged against any applicable account, the system won't allow 


submitting that transaction until the correct accounting dimension is selected. 
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SETUP-BANK 


= Capital One 
+ 
® Tags 
Add a tag... 
90:-Q0 FOLLOW 


You edited this 


You created this 
6 minutes ago 


To access Bank, go to: 


° Message 


Invalid value PETE - Engineering - UP for Cost Center against account Sales - 


UP 


° Message 


Accounting Dimension Business Unit is required for 'Profit and Loss' account 


Salary - UP. 


Home > Accounting > Bank Statement > Bank 


> Accounting > Bank > Capital One 


Address and Contact 


No address added yet. 


New Address 


Data Import Configuration ~ 


Bank Transaction Mapping 


_| No. Field in Bank Transaction 
K | date 
2 currency 

S 3 transaction_id 

Add Row 


Q Search or type a command (Ctrl + G) 


x 


In ERP, saving different banks lets you upload an excel sheet and map the transactions to the ledger. The transactions are created as Bank 


Transactions. These can then be used for reference and reports. This is done using Bank Reconciliation. 


No contacts added yet. 


New Contact 


Column in Bank File 


Date 


Currency 


Transaction Id 


Help v BS 


@ Edit 


@ Edit 


@ Edit 
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1. How to create a Bank_ 

Creating a Bank is simple, go to the Bank list, click on New, and enter a name. 

1.1 Configuring data import for a Bank_ 
1. Under ‘Field in Bank Transaction’ select the field to be updated in the ‘Bank Statement Transaction Entry' form. 
2. Under ‘Column in Bank File’, enter the column in the excel file exported from the bank. 


On setting this up, Bank can be done smoothly. 


SETUP-BANK ACCOUNT 


In ERP, Bank Accounts can be created for a Company as well as other parties like Customers, Suppliers etc. Doing this lets you record all the 
bank transactions correctly for accounting accuracy. 
You can add Bank Accounts in ERP for Company. Supplier, Customer, or any other party with whom transactions are carried out. Then the 


Bank Account can be chosen in Payment Entries as a Mode of Payment. 


To access Bank Account, go to: 


Home > Accounting > Bank Statement > Bank Account 


B > Accounting > Bank Account > 11000478 - Capital One Q Search or type a command (Ctrl + G) ray Help v BS 
11000478 - Capital One «> & » Be 
& Assigned To 


“ Connections v 


@ Attachments 


Attach File + Account Name * Is Default Account 
- 11000478 ls Company Account 
vw Reviews 
Setting the account as a Company Account is necessary for Bank Reconciliatio 
+ Company Account * 
+ Compai 
1003 - Capital One - UP mie: 
4 Shared With 
; Unico Plastics Inc. 
+ Bank * 
Capital One 
D Tags 
Add a tag Account Type 
Account Subtype 
O- 0) FOLLOW 
You edited this 


just now 


Account Details 


1. Prerequisites" 
Before creating and using Bank Account, it is advised to create the following first: 
@ Bank 
2. How to create a Bank Account_ 
1. Enter an Account Name. 
2. Link the General Ledger account set in ‘Bank Accounts’ in the Chart of Accounts. 
3. Select a Bank. 
4. Save. 
2.1 Additional options when creating a Bank Account_ 
e Is the Default Account: Enabling this will use this as the default bank account for all journal transactions. 


e@ Is Company Account: Enable if this Bank Account a Company account. 


= S P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY (a= man.energy Bonb0d 
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e = An Account Type and Account Subtype can be set for further classification in reports etc. 
3. Features_ 
3.1 Party Details" 
e@ Party Type: If this is not a company account, set who this account belongs to. The available options are: Customer, Employee, 
Member, Shareholder, Student, and Supplier. 
e@ Party: Select the specific Customer/Supplier, etc. 
3.2 Account Details_ 
For reference, the following details about a Bank Account can be stored in ERP: 
e IBAN 
@ Bank Account No 
e Branch Code 
e@ — SWIFT number 
3.3 Address and Contact_ 
e Address: A bank may have multiple in the same locality. The bank branch address can be set here. 
e Contact: A Contact Person can be linked here. Banks usually provide a dedicated contact person for corporate accounts, you can 
add that person's contact here. 
@ Website: You can add the bank's website here. 
3.4 Integration Details_ 
Last Integration Date: If your bank supports Plaid Integration, setting a date here will synchronize on the set date. This will create Bank 


Transactions entries. 
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B > Retail 


LISP Machine 


Sales Order 


Total 


Example: 


C @® localhost:8014/a 


= Payment Terms Status for Sal 


SAL-ORD-2021-000... 
SAL-ORD-2021-000... 
SAL-ORD-2021-000... 
SAL-ORD-2021-000... 


SAL-ORD-2021-000... 


= ruthra kumar 


Payment Terms Status for Sales Order 


01-11-2021 


Submitted 


30-11-2021 


30-11-2021 


01-12-2021 


01-12-2021 


01-12-2021 


=) Payment Terms Status for Sale X 


Payment Term 


50% on 1 week 
50% on first ... 
20% 

40% 


40% Delivery 


ruthra kumar - SAL-ORD-202 


respective payment terms at runtime using FIFO method. 


14-12-2021 


Description 


50% on first week. 
50% on first mo... 
20% on first week 
40% on first mo... 


40% on 100 days 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


AL-ORD-2021-00019 


BB > retail > sales order > SAL-ond-2021-00019 


* Overdue 


Payment Terms 


Payment Terms Template 


50-50 


Payment Schedule 


No. 


1 


Payment Term 
50% on 1 week 


50% on first month, 


If a Sales Invoice is made against that SO for 49002. 


Sales Order 


Due Date Invoice Portion 


07-12-2021 


30-12-2021 


08-12-2021 


31-12-2021 


11-03-2022 


ruthra kumar - SINV-21-00032 x 


Description Due Date 
50% on first week. 05-01-2022 


50% on first month, 28-01-2022 


JOURNALS AND PAYMENTS- PAYMENT TERMS STATUS REPORT 


Report to calculate status of Payment Terms based on the invoices created against that Sales Order. Invoice amount is split into the 


Q Search or type a command (Ctrl + G) 


Create Card 


Payment Amount Paid Amount 


% 7,200.00 
% 7,200.00 
% 3,200.00 
% 6,400.00 
% 6,400.00 


% 30,400.00 < 


Consider a Sales Order with total value of 70002 and a payment terms of 50-50. 


oy 


27,200.00 
= 1,200.00 
% 3,200.00 
2 2,400.00 

= 0.00 


14,000.00 


Q Search or type a command (Ctrl + G) 


Update Items Status = 


Grand Total (INR) 


27,000.00 


Rounding Adjustment (INR) 


20,00 


Rounded Total (INR) 


7,000.00 


In Words (INR) 


INR Seven Thousand only. 


Advance Paid 


20.00 


Disable Rounded Total 


Invoice Portion 


50% 


50% 


Add Chart to Dashboard 


Invoices Status 


SINV-21-000... | Completed 
SINV-21-00030 Partly Paid 
SINV-21-00036 Completed 
SINV-21-000... Partly Paid 


Unpaid 


Execution Time: 0.005588 sec 


Cancel 


Payment Amount (INR) 


€ 3,500.00 


% 3,500.00 


Set Chart 
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) Payment Terms Status forSale xX | [= 


Cc 


® localhost:80 


= ruthra kumar 


and ‘Partly Paid’ for the second 50%. 


=) Payment Terms Status for Sale x [ 


localhost:8014 


B > retail 


LISP Machine 


@ Payment Amount ® Paid Amount 


Sales Order Submitted 


SAL-ORD-2021-000... 29-12-2021 


SAL-ORD-2021-000.... 29-12-2021 


01-12-2021 


Payment Term 


50% on 1 week 


50% on first ... 


ruthra kumar - SAL-ORD-2021 x = 


B > Accounting > Sales Invoice > SINV-21-00032 


= Unpaid 


Additional Discount 


Write Off ~ 


Advance Payments ~ 


ruthra kumar - SAL-ORD-202) x = 


nt 


Payment Terms Status for Sales Order 


04-01-2022 


50% on 1 week 


Description 


50% on first week. 


50% on first mo... 


}for%20! 


ruthra kumar - SINV-21-00032 x 


Then, the report will split the invoice amount into payment terms in FIFO method and display the statuses as ‘Completed’ for the first 50% 


ruthra kumar - SINV-21-00032 x 


/200rder 


SAL-ORD-2021-00019 


Due Date v Invoice Portion 


05-01-2022 


28-01-2022 


+ 


Q Search or type a command (Ctrl + G) 


Cancel 


Grand Total (INR) * 


2 4,900.00 


Rounding Adjustment (INR) 


20.00 


Rounded Total (INR) 


% 4,900.00 


In Words (INR) 


INR Four Thousand, Nine Hundred only. 


Total Advance (INR) 


20.00 


Outstanding Amount (INR) 


= 4,900.00 


Disable Rounded Total 


ay 


Q Search or type a command (Ctrl + G) 


sal 


Create Card Set Chart Add Chart to Dashboard 


50% on first month 


Payment Amount Paid Amount Invoices 


% 3,500.00 % 3,500.00 SINV-21-00032 


= 3,500.00 % 1,400.00 SINV-21-00032 


7,000.00 % 4,900.00 
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JOURNALS AND PAYMENTS- JOURNAL ENTRY 


A Journal Entry is an entry made in the general ledger and it indicates the affected accounts. 

A Journal Entry is a multi purpose transaction where the debit and credit accounts can be selected. 

All types of accounting entries other than Sales and Purchase transactions are made using the Journal Entry. A Journal Entry is a standard 
accounting transaction that affects multiple Accounts and the sum of debits is equal to the sum of credits. A Journal Entry Impacts the main 
ledger. 

Journal Entries can be used for entering expenses, opening entries, contra entries, bank payments, excise entries, etc. For example, booking 
running expenses, direct expenses like petrol/transport, sundry expenses, adjustment entries, and adjusting invoice amount. 

Note: From version-13 onwards we have introduced immutable ledger which changes the way cancellation of accounting entries works in 
ERP. Learn more here. 

To access the Journal Entry list, go to: 

Home > Accounting > General Ledger > Journal Entry 

1. How to create a Journal Entry_ 


1. Go to the Journal Entry list, click on New. 


N 


The default Entry Type will be ‘Journal Entry’. This is a general purpose entry type. Visit section 3 to know more about entry types. 
You can change the Posting Date. 


Expand the table, select an Account from which amount is debited. 


3 
4 
5. The above details can be added from a Journal Entry Template too with the ‘From Template’ field. 
6. Select the Party Type and Party if it's a Debtor entry. 

7. Add a row where the amount will be credited. 

8. Note that, in the end, total debit and credit amounts should add up to be the same. 

9 


Save and Submit. 


B > Accounting > Journal Entry > new-journal-entry-3 


New Journal Entry - nor savec 


Entry Type * 


Journal Entry 


Series * 


ACC-JV-.YYYY.- 


Finance Book 


1.1 Quick Entry 


Q Search or type a command (Ctri + G) 


From Template 


Company * 


: Unico Plastics Inc. 


Posting Date * 


04-15-2021 
Accounting Entries 
No Account Party Type Party Debit Credit 
1 Salary - UP $ 45,890.00 @ Edit 
2 Payroll Payable - UP 45,890.00 @ Edit 
Add Multiple Add Row 
Reference Number Total Debit 


Finance Book: You can post this entry to a specific Finance Book. On leaving this field blank, this Journal Entry will show up in all Finance 


Books. This field will only be visible if ‘Enable Finance Books' under the Fixed Asset Defaults section of the Company master is checked. 


When creating a Journal Entry, a Quick Entry button can be seen on the top right. This makes creating the Journal Entry a bit easier. Enter 


the amount, select the accounts, add a remark. This will populate the ‘Accounting Entries’ table with the selected details. 


ray Help» BS 


Quick Entry 
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Quick Journal Entry 


Amount * 
C 


Debit Account * 


Fo 


Credit Account * 


a) 


Date * 


04-15-2021 


User Remark 


Series * 


2. Features_ 
2.1 Accounting Entries_ 


1. Accounting Dimensions: A Project or Cost Center can be linked here to track the costing separately. To know more, visit this 


page. 


Editing Row #1 Insert Below Insert Above Duplicate Move v 
Salary - UP 


Account Balance Party Type 


$ 20,000,000.00 


Accounting Dimensions ~ 


Business Unit Project 


Cost Center 


If Income or Expense 


Currency 


Account Currency Exchange Rate 


USD 1.000000000 


2. Bank Account No: If you've added a Bank Account, the number associated with that bank account will be fetched. 
3. Reference Type: If this Accounting Entry is associated with another transaction, it can be referenced here. Select the Reference 
Type and select the specific document. For example, if you're creating a Journal Entry against a specific Sales Invoice. Link this 


Journal Entry to the invoice. The “outstanding” amount of that invoice will be affected. 
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Editing Row #1 Insert Below InsertAbove ) Duplicate Move v 


Account Currency Exchange Rate 


USD 1.000000000 


Amount 


Debit Credit 


Debit in Company Currency Credit in Company Currency 


$ 0.00 $ 0.00 


Reference 
Reference Type Is Advance 


Expense Claim No 


Reference Name User Remark 


HR-EXP-2021-00001 


Reference Due Date 


4. 
Following are the documents that can be selected in the Journal Entry under Reference Type: 


1. Sales Invoice 
2. Purchase Invoice 

3. Journal Entry 

4. Sales Order 

5. Purchase Order 

6. Expense Claim 

7. Asset 

8. Loan 

9. Payroll Entry 

10. Employee Advance 


11. Exchange Rate Revaluation 


12. Invoice Discounting 


13. Is Advance: If this is an advance payment by a Customer, set this option to ‘Yes’. This is useful when you have linked a 'Reference 
Type’ form to this Journal Entry. Selecting “Yes” will link this Journal Entry to the transaction selected in the 'Reference Name’ 


field. To know more, visit the Advance Payment Entry page. 


14. User Remark: Any additional remarks about the entry can be added in this field. 
2.2 Reverse Journal Entry 
In any submitted Journal Entry, there is a dedicated button to reverse the Journal Entry. On clicking the 'Reverse Journal Entry' button, the 


system creates a new Journal Entry by reversing debit and credit amount against the respective accounts. 
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B >» Accounting > Journal Entry » ACC-J\V-2021-00001 Q Search or type a command (Ctri + G) QQ Helpy BS 
= Salary - UP - Joumalentry View : ake S... Cancel 
2 
& Assigned To 
Entry Type * Company * 
+ 
Journal Entry Unico Plastics Inc. 
@ Attachments 
Posting Date * 
Attach File + 
01-31-2021 
vw Reviews 
+ 
93 Shared With Accounting Entries 
+ No. Account Party Type Party Debit Credit 
® Tags 1 Salary - UP $ 5,000,000.00 $0.00 2 Edit 
siceteg 2 Payroll Payable - UP $0.00 $5,000,000.00 Edit 
Add Multiple Add Row 
O- (0) FOLLOW 
Total Debit 
You edited this 
yesterday $ 5,000,000.00 
You created this 
yesterday Total Credit 
2.3 Difference Entry 
The “Difference” is the difference that remains after summing all debit and credit amounts. 
As per double entry accounting system, the total debit should be equal to the total credit. 
This should be zero if the Journal Entry isto be “Submitted” . If this number is not zero, you can click on “Make Difference Entry” and 


the system will automatically add a new row with the amount required to make the total as zero. Select the account to debit/credit and 


proceed. 
B > Accounting > Journal Entry > new-journal-entry-1 Q Search or type a command (Ctrl + G) Q Help v BS 
= New Journal Entry - not savee Quick Entry 


Accounting Entries 


No Account Party Type Party Debit Credit 


1 Salary - UP arty Type Party 7,600.00 redit 


Add Multiple Add Row 


Reference Number Total Debit 
$ 7,600.00 

Reference Date Total Credit 
$0.00 

User Remark Difference (Dr - Cr) 
$ 7,600.00 


Make Difference Entry 


Multi Currency 


2.4 Referencing_ 


A Reference Number can be entered manually and a Reference Date can be set. On entering a Reference Number here, a ‘Remark’ will be 


seen, for example: 
Note: supplier 


Reference #2321 dated 30-09-2019 % 1,000.00 against Sales Invoice ACC-SINV-2019-00064 


In th Reference section, the following fields can be entered manually if the bill was recorded offline and not in the ERP system. 


? Edit 


This is only 
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dy 
2. 
3. 


for reference purposes. 
Bill No 

Bill Date 
Due Date 


2.5 Multi Currency entries" 


the Multi Currency Accounting page. 


muu ¢ tay 


1 minute ago 


1 


Or oP > 


You created this 


B > Accounting > Journal Entry >» ACC-JV-2021-00010 


= Payroll Payable - UP - notsavea 


Accounting Entries 


No Account 
Os: te) FOLLOW 
1 Payroll Payable - UP 
You edited this 2 Salary Offshore - UP 
1 minute ago 


Add Multiple Add Row 


Reference Number 


Reference Date 


User Remark 


2.6 Journal Entry Template_ 


It will fetch and add the following details to the entry: 


Entry Type 

Company 

Series 

Accounts in Accounting Entries 


Is Opening 


To learn more go to the Journal Entry Template page. 


2.7 Print Settings. 


If the accounts selected are in different currencies, tick the ‘Multi Currency’ checkbox. If this checkbox is not enabled, you will not be able 


to select any foreign currencies in the Journal Entry. This will show the different currency and fetch the ‘Exchange Rate’. To know more, visit 


Party 


From Template field: Selecting an option in this will load details from a Journal Entry Template. 


Q Search or type a command (Ctrl + G) Q Help ~ BS 


Debit Credit 
$0.00 $ 10,000.00 @ Edit 
750,800.00 %0.00 @ Edit 


Total Debit 


$ 10,000.66 


Total Credit 


$ 10,000.00 


Difference (Dr - Cr) 


$ 0.66 


Make Difference Entry 


Multi Currency 


MAN ENERGY 
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B > Accounting >» JournalEntry >» ACC-JV-2021-00010 Q Search or type a command (Ctrl + G) Qa Help v BS 
Payroll Payable - UP - brat <lf> lfall- 


Reference v 


Printing Settings ~ 


Pay To / Recd From Letter Head 


Print Heading 


More Information ~ 


Add a comment 


Pay To / Recd From: The name entered here will show up in the Sales Invoice. This is useful for printing cheques. Go to the print view in 
the Journal Entry and select the 'Cheque Printing Format’. 

Letterhead_ 

You can print your Journal Entry on your company's letterhead. Know more here. 

Print Headings 

Journal Entries can also be titled differently for printing purposes. You can do this by selecting a Print Heading. To create new Print Headings 
go to: 

Home > Settings > Printing > Print Heading 

Read Print Headings to know more. 

2.7 More Information_ 

1. Mode of Payment: Whether the payment was done using Wire Transfer, Bank Draft, Credit Card, Cheque, or Cash. New Modes 
of Payment can also be created. If a Bank Account is set in Mode of Payment, it will be fetched here when the Mode of Payment 
is selected. 

2. Is Opening: If the Journal Entry is of type ‘Opening Entry’ this field will be set to ‘Yes’. To know more, visit the Opening 
Balance page. 

3. From Template: When a template is selected, the 'Accounting Entries’ table will be emptied first before loading the accounts 
from the template. You can add more account entries after that. 

3. Journal Entry Types_ 

Let's take a look at some of the common accounting entries that can be done via Journal Entry in ERP. 

3.1 Journal Entry_ 

This is a general purpose entry type which can be used for different purposes. Let's see a few examples. 

Expenses (non accruing)_ 

Many times it may not be necessary to accrue an expense, but it can be directly booked against an expense Account on payment. For 
example, a travel allowance or a telephone bill. You can directly debit Telephone Expense (instead of your telephone company) and credit 
your Bank on payment. 

1. Debit: Expense Account (like Telephone expense). 

2. — Credit: Bank or Cash Account. 


Crediting Salaries_ 
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woe 


For crediting employee salaries, ‘Journal Entry’ type is used. In this case, 
1. Debit: The salary components. 
2. Credit: The bank account. 
3.2 Inter Company Journal Entry 
If a transaction occurs between a parent and child company, or sister companies, or two companies belonging to the same group, this 
option can be used to make an Inter Company Journal Entry. 


To know more visit the Inter Company Journal Entry page. 


3.3 Bank Entry 
Use this type when making or receiving a payment using a Bank Account. For example, paying for an entertainment charges etc using the 
Company's bank account. 
3.4 Cash Entry 
This is the same as ‘Bank Entry’ but the payment is made via Cash Account. 
3.5 Credit Card Entry 
This is a type of entry to easily identify all credit card entries. 
3.6 Debit Note_ 
This is a document sent by a customer (your Company) to a supplier (your Supplier) when returning goods/items. 
You can also create a Debit Note directly from a Purchase Invoice. 
"Debit Note" is made for a Supplier against a Purchase Invoice or accepted as a credit note from Supplier when a company returns goods. 
When a Debit Note is made, the Company can either receive a payment from the Supplier or adjust the amount in another invoice. 
1. Debit: Supplier Account. 
2. Credit: Purchase Return Account. 
To know more, visit this page. 
3.7 Credit Note_ 
This is a document sent by a supplier to a customer when returning goods/items. 
"Credit Note" is made for a Customer against a Sales Invoice when the company needs to adjust a payment for returned goods. When a 
Credit Note is made, the seller can either make a payment to the customer or adjust the amount in another invoice. 
1. Debit: Sales Return Account. 
2. Credit: Customer Account. 
To know more, visit this page. 
A debit/credit note is usually issued for the value of the goods returned or lesser. 
3.8 Contra Entry 
A Contra Entry is booked when the transaction is booked within the same Company of types: 
1. Cash to Cash 
2. Bank to Bank 
3. Cash to Bank 
4. Bank to Cash 
This is used to record withdrawing or depositing money from a Bank Account. When this entry is used, the money does not leave the 
company unless it is again used to pay for something. 
3.9 Excise Entry_ 
When a Company buys goods from a Supplier, company pays excise duty on these goods to Supplier. And when a company sells these 
goods to Customers, it receives excise duty. Company will deduct payable excise duty and deposit balance in Govt. account. 
When a Company buys goods with Excise duty: 
1. Debit: Purchase Account, Excise Duty Account. 


2. Credit: Supplier Account. 
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When a Company sells goods with Excise duty: 
1. Debit: Customer Account. 
2. Credit: Sales Account, Excise Duty Account. 
3.10 Write Offs or Bad Debts" 
If you are writing off an Invoice as a bad debt, you can create a Journal Voucher similar to a Payment, except instead of debiting your Bank, 
you can debit an Expense Account called Bad Debts. 
1. Debit: Bad Debts Written Off 
2. Credit: Customer 
Note: There may be regulations in your country before you can write off bad debts. 
3.11 Opening Entry_ 
This entry is useful when moving from an another software to ERP during any time of the year. Your outstanding bills, equities etc. can be 
recorded to ERP using this entry type. Selecting type will fetch the Balance Sheet accounts. 
3.12 Depreciation_ 
Depreciation is when you write off certain value of your assets as an expense. For example if you have a computer that you will use for say 
5 years, you can distribute its expense over the period and pass a Journal Entry at the end of each year reducing its value by a certain 
percentage. 
1. Debit: Depreciation (Expense). 
2. Credit: Asset (the Account under which you had booked the asset to be depreciated). 
To know more, visit the Asset Depreciation page. 
Note: There may be regulations in your country that define by how much amount you can depreciate a class of Assets. 
3.13 Exchange Rate Revaluation_ 
If your Chart of Accounts has accounts with multiple currencies, a Journal Entry of type 'Exchange Rate Revaluation’ helps in dealing with 


this situation. This entry is intended to be created from an Exchange Rate Revaluation form. To know more visit the Exchange Rate 


Revaluation page. 
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JOURNALS AND PAYMENTS- JOURNAL ENTRY TEMPLATE 


A Journal Entry Template lets you set and select a predetermined list of accounts and options while making a Journal Entry. 
To access the Journal Entry Template, go to: 
Home > Accounting > General Ledger > Journal Entry Template 


1. How to Create and use a Journal Entry Template:_ 


B > Accounting > Journal Entry Template > new-journal-entry-template-4 Q Search or type a command (Ctrl + G) Q Help ~ BS 


New Journal Entry Template - Nor saves 


Template Title * Company * 
Salary Entry Unico Plastics Inc. 
Journal Entry Type * Is Opening 
Journal Entry rs No = 
Series * Multi Currency 
Accounting Entries 
No Account 
1 Salary - UP @ Edit 
2 Payroll Payable - UP @ Edit 


Add Row 


1. Goto the Journal Entry Template List and click on New. 
2. Add the following details: 
e Template Title: This will be used to select the template from Journal Entry. 
@ Company: By default the company defined in Global Defaults is selected. You can select any another company too. 


e@ — Entry Type: You can select from the entry types available in Journal Entry here. Default value is Journal Entry. 


e = - There are 3 special ‘Entry Types’ in this: 
@ = Opening Entry: This will get all the accounts and load them into the "Accounting Entries" table. 
To learn more visit Opening Balance page. 
e@ Bank Entry: This will get and load the default Bank Account if set. 
e@ = Cash Entry: This will get and load the default Cash Account if set. 
e@ Is Opening: This will be autoset to 'Yes' if ‘Opening Entry’ is selected as Entry Type. 
e@ — Series: You can select from a list of naming series available to Journal Entry. 


e Accounting Entries: Here you can select a list of accounts to add to the entry. 


3. Save and go to Journal Entry and click on new. 
4. In the 'From Template’ field when you select the template, it will load the accounts and other options set in it. Please note it will 


clear the Accounting Entries table first, but you can add more accounts to the table apart from those fetched from the template. 
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B > Accounting > Journal Entry > new-journal-entry-1 
= New Journal Entry - sor savea 


Entry Type * 


Journal Entry 


Series * 


ACC-JV-.YYYY.- 


Finance Book 


Accounting Entries 


No Account Party Type 


1 


Add Multiple Add Row 


JOURNALS AND PAYMENTS-_ PAYMENT ENTRY 


Payment Entry can be made against the following transactions. 
e Sales Invoice 
e Purchase Invoice 
e@ Sales Order (Advance Payment) 
e Purchase Order (Advance Payment) 
e Expense Claim 
e nternal Transfer 


In ERP, there are two options through which User can capture the payment: 


e Payment Entry (Default) 
@ = Journal Entry 
Here are diagrams to understand the flow: 


In Sales: 


Lead 
: Payment Entry 
OREONeY (Advance) 
Quotation — Sales Order 


Party 


A Payment Entry is a record indicating that payment has been made for an invoice. 


Sales Invoice 


Q Search or type a command (Ctrl + G) Q 


Quick Entry 


From Template 


Salary Entry 


aia Unico Plastics Inc. 
tH 


+ Create anew Journal Entry Template 


Q Advanced Search 


Debit Credit 


@ Edit 


Delivery Note 


Payment Entry 
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In Purchase: 


Purchase Receipt 


Purchase Invoice 


Material Request —_ Purchase Order 


Payment Entry 


Payment Entry 


Request for Quotation iAdeanan) 


Supplier Quotation 


To access the Payment Entry list, go to: 
Home > Accounting > Accounts Receivable/Payable > Payment Entry 
1. Prerequisites" 
A Payment Entry can also be created directly then linked to an order/invoice later. Before creating and using Payment Entry, it is advised to 
create the following first: 

1. Customer 

2. Supplier 

3. Bank Account 
If you're following the Sales/Purchase Cycle, you'd need the following: 

1 Sales Order (Advance Payment) 

2 Purchase Order (Advance Payment) 
3. Sales Invoice 
4 


Purchase Invoice 


1. Chart Of Accounts 
2. Company (for default accounts) 
2. How to create a Payment Entry_ 


On submitting a document against which Payment Entry can be made, you will find the Payment option under the Create button. 
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B > Accounting > Sales Invoice >» ACC-SINV-2021-00004 


= Sysco Inc. + overdue 


2 Assigned To 


+ Connections ~ 


Payment 
@ Attachments y 


Payment Entry + 


Attach File 23 
Payment Request 
vw Reviews 
Journal Entry a 
+ 


Invoice Discounting + 
& Shared With 


Dunning + 
+ 
® Tags Subscription 
Add a tag Auto Repeat + 
Oaeere mone Customer 
Sysco Inc. 


You edited this 


ZSeys eae Include Payment (POS) 


You created this 


2 days ago Is Return (Credit Note) 


1. Change the posting date. 


SoS 7 fw SN 


Save and Submit. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00001 


The Amount Paid will be fetched from the Invoice. 


View < : < > = Cancel 
Return / Credit Note 
Reference Retur Delivery 
Timesheet ae Sale 


Payment Request 


Delivery Note + 
Invoice Discounting 


Sales Order 
Dunning 
POS Invoice a> 
Maintenance Schedule 


Subscription 


Date * 


03-24-2021 


Posting Time 


23:36:06 


The Payment Type will be set based on the transaction you're coming from. The types are ‘Receive’, ‘Pay’, and ‘Internal Transfer’. 
The Party Type, Party, Party Name will be fetched automatically. 


The Account Paid To and Account Paid From will be fetched as set in the Company form. 


Q Search or type a command (Ctrl + G) Q Help v BS 


= ema * Unpaid 


& Assigned To 


+ 


@ Attachments 


Attach File + 


vw Reviews 


+ 


&, Shared With 


+ 


® Tags 


Add a tag 


1) FOLLOW 


Connections ~ 
Payment 
Payment Entry + 
Payment Request 
Journal Entry + 
Invoice Discounting our 


Dunning ar 


Subscription 


Auto Repeat + 


Customer 


2.1 Creating a Payment Manually 


1. Goto the Payment Entry list and click on New. 


Reference 


Timesheet ar 
Delivery Note + 
Sales Order 


POS Invoice ae 


A Payment Entry created manually will have no order/invoice linked to it. Payments made this will be recorded in the Customer's/Supplier's 


account and can be reconciled later using the Payment Reconciliation Tool. 


Select the Party Type and the respective Customer/Supplier. 


Select the Bank Account/Cash Account Paid To and Paid From. Enter the Cheque Number and date if bank transfer. 


View > 


< >| Ql Cancel 


Returns 


Sales Invoice Fs 


Date * 


Enter the Amount Paid. 


oo fe Of 


Save and Submit. 
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3. Features_ 


3.1 Setting Mode of Payment_ 


Wire Transfer, etc. 


3.2 Payment From/To_ 


B > Accounting >» Payment Entry >» ACC-PAY-2021-00001 


= Sysco lnc. - submitted 


&, Shared With 


+ 
Payment From / To 
Ta 
is 9s Party 
Add a tag 
Sysco Inc. 
Party Name 
O- te) FOLLOW Sysco Inc. 
You edited this 
3 minutes ago 


You created this Accounts ~ 


3 minutes ago 
Party Balance 


$ 30,051,000.00 


Account Paid From * 


Debtors - UP 


Account Currency * 


USD 


Mode of Payment: Entering this helps classify Payment Entries based on the payment mode used. Modes of Payment can be Bank, Cash, 


Tip: In the Mode of Payment master, default Account can be set. This default payment Account will be fetched into Payment Entries. 


Q Search or type a command (Ctrl + G) Q Help v BS 


Ledger < > 8 Cancel 


Account Paid To * 


1001 - Citi - UP 


Account Currency * 


USD 


Account Balance 


$ 0.00 


e@ Party Type: Whether Customer, Supplier, Employee, Shareholder, Student, or NGO Member. 
e Party: The specific party for which the Payment Entry is made. 

e@ Party Name: The name of the party, this is fetched automatically. 

@ Company Bank Account: Your Company's Bank Account. 

e@ Party Bank Account: The Party's Bank Account. 


e = Contact: If the Party is an organization, a Contact person can be stored here. 


3.3 Accounts_ 


6 minutes ago 


Party Balance 


$ 30,051,000.00 


Account Paid From * 


Debtors - UP 


Account Currency * 


USD 


Account Balance 


$ 0.00 


B > Accounting > Payment Entry >» ACC-PAY-2021-00001 ACE SEE ROS A w- @ 
= Sysco lnc. - submitted pemray a Yara 69 fa ge 
6 minutes ago 

You created this Accounts ~ 


e@ Party Balance: The overall amount receivable or payable from Customer or Supplier from Invoices set in the current Payment 


Entry. Paid amounts will be positive and if advance payments are made, they will be negative. 


Account Paid To * 


1001 - Citi - UP 


Account Currency * 


USD 


Account Balance 


$ 0.00 
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e = Account Paid From: The Account from which the amount will be deducted when Payment is submitted. 
e Account Paid To: The CoA account from which the amount will be added when Payment Entry is submitted. 
e Account Currency: The Currencies of these accounts will be fetched as set in the Account and cannot be edited here. To know 
about more about transactions in multiple currencies, visit this page. 
e Account Balance: The total amount balance from all the invoices of the selected accounts. 
Paid Amount: The total amount paid for the current Payment Entry is shown in this field. 
Note: When making Payment Entries, the default bank account will be fetched in the following order if set: 
@ Company form 
e Mode of Payment default account 
@ = Customer/Supplier default bank account 


e@ = Select manually in Payment Entry 


3.4 Reference_ 
Fetching outstanding Invoices_ 
This can be used to make payments to multiple Sales Invoices using one Payment Entry. When creating a new Payment Entry, on clicking 
the Get Outstanding Invoice button all the outstanding Invoices and open Orders will be fetched for the party. You need to enter the ‘Paid 
Amount' to see this button. From here a date range and invoices to be fetched can be selected. 
If the Party has not made full payment, enter the amount paid in the ‘Allocated’ field. 
If creating Payment Entry for a Customer, the Payment Amount will be allocated against a Sales Invoice. On the same lines, when creating 
Payment Entry for a Supplier, Payment Amount will be allocated against a Purchase Invoice. 
Payment References table_ 

@ Type: Whether the payment is being made against a Sales Order, Sales Invoice, or a Journal Entry. 

e@ Name: The particular transaction ID is fetched/selected here. 

e =Total Amount: The total amount of one Invoice/Journal Entry in the row. 

@ Outstanding: The amount to receive/to pay for this invoice. 

e = Allocated: If the Paid Amount is less than the invoice amount only the paid amount will be allocated to the invoice(s) fetched in 

the Payment Entry. The payment may be made in parts, for example, if there are three invoices of amounts 20, 20, 20, the Paid 


Amount is 60 then this Paid Amount will be distributed equally. Payment Terms may also be involved. 


B > Accounting >» Payment Entry » ACC-PAY-2021-00002 Q Search or type a command (Ctrl + G) Q Help v BS 


Sysco Inc. - Not Saves « > 6 


Reference 


Get Outstanding Invoice 


Payment References 


No ype Name Grand Tota Outstanding 


1 Sales Invoice ACC-SINV-2021-00004 12,350,000 12,350,000 2 Edit 
Add Row 

Writeoff 

Total Allocated Amount (USD) Unallocated Amount (USD) 
$ 35,000.00 0.00 


Difference Amount (USD) 


$ 0.00 


What is Unallocated Amount?_ 
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[ 


When a Payment Entry is made in ERP and the Paid Amount is more than the total invoice amount, it is stored in the Customer's/Supplier's 
account. This amount is hence currently ‘Unallocated’. Unallocated amount can be used against future invoices. 

For example, you create a Sales Invoice totaling 1,000 and the Customer paid 1,500. When another invoice is created for this Customer in 
the future for 1,000 again, the previously paid 500 can be used. 

3.5 Deductions or Loss_ 

When a Payment Entry is created against an invoice, there could be some difference in the actual Paid Amount and the invoice outstanding 
amount. This difference could be due to rounding errors or changes in the currency exchange rate. You can set an Account here where this 
difference amount will be booked. 

The loss/deductions can be written off. Let's see an example here where the paid amount is 25 but the allocated amount is 30 since 30 is 
the amount to be collected as per the invoice. The ‘Difference Amount' will be 5 in this case. This difference amount can occur due to 
discounts or Currency Exchange. The Difference Amount needs to be 0 in order to submit the Payment Entry. This can be adjusted using 


the Make Difference Entry button. The amount will be adjusted in the Write Off account. 
Q Search or type a command (Ctrl + G) Q Help v BS 


B > Accounting > Sales Invoice » ACC-SINV-2021-00006 


= Sysco Inc. ) < > @ = Cancel 


& Assigned To 


Fy Connections ~ 


Payment Reference 


Returns 


@ Attachments 


@ Payment Entry 1 + Timesheet fe Sales Invoice Gp 


Attach File Si 


Payment Request Delivery Note + 


vw Reviews 


+ Journal Entry + Sales Order 
Invoice Discounting an POS Invoice a 
& Shared With 
Dunning + 
+ 
® Tags Subscription 
Add atag Auto Repeat + 
oO )0 FOLLOW: Customer Date * 
3.6 Write Off. 


Write off happens when the paid amount is less than the allocated amount. lI.e. the remaining amount is considered as lost in miscellaneous 
charges or that amount isn't going to be paid. This is considered as loss. 
3.5 After Submitting 


Save and Submit Payment Entry. On submission, outstanding will be updated in the Invoices. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00006 Q Search or type a command (Ctrl + G) Qa Help v BS 


= Sysco ine - ws | View 2 


&, Assigned To 


+ Connections ~ 


< > eae « Cancel 


Payment Reference Returns 


@ Attachments 


© Payment Entry 1 Timesheet + Sales Invoice + 


Attach File + 


Payment Request Delivery Note + 


vw Reviews 


Journal Entry + Sales Order 


+ 


Invoice Discounting + POS Invoice ce 


& Shared With 


Dunning + 
+ 
® Tags Subscription 
Add a tag Auto Repeat or 
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If payment entry was created against Sales Order or Purchase Order, the field ‘Advance Paid’ will be updated in them. When creating Invoice 
against those transactions, Payment Entry will be auto-updated in that Invoice so that you can allocate invoice amount against advance 
payment entry. 
For incoming payment, the accounts posting will be done as follows. 
@ Debit: Bank or Cash Account 
@ = Credit: Customer (Debtor) 
For outgoing payment: 
e Debit: Supplier (Creditor) 
e@ = Credit: Bank or Cash Account 
4. Other cases_ 
4.1 Multi Currency Payment Entry_ 
If you want to maintain a receivable/payable account in foreign currency, then create accounts with foreign currency (different from 


Company currency) and link it in the party account. For example: 


B > Selling > Customer > Excellent GmbH Q Search or type a command (Ctri + G) G Help v BS 


= Excellent GmbH .: Enabiea Accounting Ledger Accounts Receivable Create > < > 8 


Accounting ~ 


Accounts 


Mention if non-standard receivable account 
No Company Account 


1 Unico Plastics Inc. Debtors EUR - UP ? Edit 


Add Row 
Credit Limit and Payment Terms ~ 
More Information v 


Loyalty Points v 


ERP allows you maintain accounts and invoicing in multiple currency. If an invoice is made in the party currency, Currency Exchange Rate 
between the Company's base currency and party currency is also entered in the invoice. 

Note: A separate Debtor/Creditor account needs to be created and selected in the Sales Invoice/Order for currency exchange to work 
correctly. For example, if the Customer is from the US, create a receivable account called ‘Debtors US’. 

When creating Payment Entry against that invoice, the current exchange rate will be fetched, but you can set the Currency Exchange Rate 
at the time of payment to match your records. 


Click on the Set Exchange Gain/Loss button to automatically add a row to write off the difference amount. 
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1, 


2 
3. 
4 


= New Payment Entry 


4.2 Internal Transfer_ 


Bank - Cash 
Bank - Bank 
Cash - Cash 
Cash - Bank 


B > Accounting >» Payment Entry >» new-payment-entry-1 


* Not Saved 


Accounts v 


Amount 


Paid Amount (EUR) * 


3,000.00 


Exchange Rate * 


1.197 


1 EUR = [?] USD 


Paid Amount (USD) * 


$ 3,591.00 


Reference 


Get Outstanding Invoice 


Payment References 


= New Payment Entry  - Noi saved 


Writeoff 


Total Allocated Amount (EUR) 


€ 3,000.00 


Total Allocated Amount (USD) 


$ 3,591.00 


Set Exchange Gain / Loss 


Deductions orLoss ~ 


Payment Deductions or Loss 


No Account 
1 Exchange Gain/Loss - UP 
Add Row 
Add Row 


Q Search or type a command (Ctrl + G) G Help v BS 


Received Amount (USD) * 


3,591.00 


Since Currency Exchange Rate fluctuates all the time, it can lead to a difference in the payment amount against invoice total. This difference 


amount can be booked in the Currency Exchange Gain/Loss Amount. 


Unallocated Amount (EUR) 


4.68 


Difference Amount (USD) 


$0.00 


Cost Center 


Main - UP 


Payments can also be made independent of invoices by creating a new Payment Entry. 


To know more about managing transactions in multiple currencies visit this page. 


Internal Transfer is used in cases where the money is transferred between the same Company's accounts. For example, if a customer from 
the US using PayPal, transferring money from PayPal to a bank account can be considered as Internal Transfer. 


Following internal transfers can be managed from the Payment Entry. 


Amount 


5.60 ? Edit 
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B > Accounting >» Payment Entry > new-payment-entry-2 Q Search or type a command (Ctrl + G) a Help v BS 


New Payment Entry - sor savea 


Payment Type * Mode of Payment 


Internal Transfer 


Accounts “~ 


Account Paid From * Account Paid To * 
1003 - Capital One - UP 1002 - SBI- UP 
Account Currency * Account Currency * 
USD INR 
Account Balance Account Balance 
$ 0.00 = 0.00 
Amount 
Paid Amount (USD) * Received Amount (INR) * 
1,000.00 71,000.00 


4.3 Managing Different Payment Scenarios_ 
For an unpaid invoice, outstanding amount = grand total. When creating Payment Entries, the value in the outstanding amount will reduce. 
In most cases, apart from retail sales, billing and payments are separate activities. There are several combinations in which these payments 
are done. These cases apply to both Sales and Purchases. 
e@ = They can be upfront (100% in advance). 
e Post shipment. Either on delivery or within a few days of delivery. 
@ Part in advance and part on or post delivery. 
e Payments can be made together for a bunch of invoices. 
e Advances can be given together for a bunch of invoices (and can be split across invoices). 
ERP allows you to manage all these scenarios. All accounting entries (GL Entry) can be made against a Sales Invoice, Purchase Invoice or 
Payment Entry of advance payment (in special cases, an invoice can be made via a Sales Invoice too). 
The total outstanding amount against an invoice is the sum of all the accounting entries that are made “against” (or are linked to) that 
invoice. This way you can combine or split payments in Payment Entry to manage the scenarios. 
4.4 Difference between Payment Entry and Journal Entry_ 
1. Using Journal Entry requires an understanding of which Account will get Debited or Credited. In the Payment Entry, it is managed 
in the backend, hence simpler for the User. 
2. Payment Entry is more efficient in managing payments in foreign currencies. 
3. Cheques can be printed from Payment Entries using the Cheque Print Format. 
4. Journal Entry can still be used for: 
e@ Updating opening balance in Accounts. 
e Fixed Asset Depreciation entry. 
e For adjusting Credit Note against Sales Invoice and Debit Note against Purchase Invoice, in case there is no payment 
happening at all. 
4.5 Payments Using Journal Entry_ 
To make payment using Journal Entry follow these steps: 
1. Activate Payment via Journal Entry. Go to Accounting > Accounting Masters > Accounts Settings, check the box ‘Make 


Payment via Journal Entry’. 


- 43_b of 
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B > Accounting > Acc 


Q Search or type a command (Ctrl + G) G Help v BS 


Accounts Settings 


& Assigned To 
Books Closed Through Credit Manager 
+ 
& Attachments Accounting entries are frozen up to this date. Nobody can create or modify entries This role is allowed to submit transactions that exceed credit limits 
Attach File + except users with the role specified below 


Check Supplier Invoice Number Uniqueness 


- Role Allowed to Close Books & Make Changes to Closed Periods 
vw Reviews Make Payment via Journal Entry 


+ 


Unlink Payment on Cancellation of Invoice 


‘0 set frozen accounts and cr 


. en accounts 
3 Shared With Unlink Advance Payment on Cancellation of Order 
+ Determine Address Tax Category From 

Book Asset Depreciation Entry Automatically 


Billing Address a 
Automatically Add Taxes and Charges from Item Tax Template 


Address used to determine Tax Category in transactions 
O- 0 FOLLOW , Automatically Fetch Payment Terms 
Over Billing Allowance (%) 
0.00 Delete Accounting and Stock Ledger Entries on deletion of Transaction 

You edited this 
just now The percentage you are allc against the amount ordered. For 

example, if the orde 1 and tolerance is set as 10%, then you 
Administrator created this are allowed to bill u 0 
yesterday 


Deferred Accounting Settinas 


2. Onsubmitting a document against which Journal Entry can be made, you will find the Payment under the Create button. 


3. Save and submit the journal entry to record the payment against the invoice 


JOURNALS AND PAYMENTS-_ DUNNING 


A document to be sent as a persistent demand for debt payment. 
Dunning is a document to store and send as a persistent demand for debt payment against an unpaid Sales Invoice. 
To access the Dunning list, go to: 
Home > Accounting > Dunning 
1. Prerequisites" 
e Sales Invoice 
A Dunning can only be created against an overdue Sales Invoice. 
e Dunning Type 
A Dunning Type is used to pre-fill interest, fees and text blocks in a new Dunning. 
2. How to create a Dunning_ 
A Dunning is created against a list of overdue scheduled payments. You can create a dunning in two different ways: 
a) Create a new Dunning_ 
1. Goto the Dunning list and click on "Add Dunning”. 
2. Select a Customer and click "Fetch Overdue Payments”. This will show a list of overdue Sales Invoices for this customer. Select 
the ones you would like to fetch into this Dunning and click on "Get Items". 
b) Create a Dunning from an overdue Sales Invoice_ 
1. Go to the Sales Invoice list and open any overdue Sales Invoice. 
2. Click on "Create > Dunning”. This will fetch all overdue payments from the invoice's payment schedule table into a new Dunning. 
Fill the remaining fields_ 
1. Select a Dunning Type to fill interest, dunning fees and text blocks with predetermined values. Or you can set these values 


manually as well. 
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2. You can already set an income Account (for example, "Other interest and similar income") and Cost Center for the income 
generated from interest and dunning fees. These will be used once a Payment Entry is created from this Dunning. 


3. Save and submit the Dunning before sending it to the Customer. 
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B > Accounting > Dunning » DUNN-10-21-00003 Q Search or type a command (Ctrl + G) OQ Hepy A 


= * Unresolved Resolve < > B® = Cancel 
& Assigned To 
Customer * Company * 
+ 
@ Attachments 
. Date * 
Attach File + 
12.10.2021 
& Shared With 
Posting Time 
+ 
16:50:38 
Tags 
Add a tag... Status 
Unresolved 
© 0+ QO FOoLLow 
Currency 
You edited this 
18 minutes ago Currency Conversion Rate 
You created this EUR 1 


42 minutes ago 


Address and Contact v 


Dunning Type Rate of Interest (%) Yearly 

Zweite Mahnung 8 
Overdue Payments 

No. Sales Invoice Dunning Level Overdue Days Outstanding Interest <} 
1 R-2021-156 2 7 € 11.424,00 €1753 2 Edit 

Total Interest Dunning Amount 

€ 17,53 € 27,53 
Dunning Fee Dunning Amount (Company Currency) 

€ 10,00 € 27,53 


Total Outstanding 


€ 11.424,00 
Grand Total 
€ 11.451,53 
Printing Settings ~ 
Print Language Letter Head 
de 
Body Text Closing Text 
HEY THANKS 
al} — P.O.Box 128448, Dubai, United Arab Emirates 


MAN ENERGY -157- man.energy 


i | 


Dunning Type stores default values for dunning fee, interest rate and text blocks to be included. For example, a Dunning Type "First Notice" 


2.1 What is a Dunning Type_ 


will not have any fees, but Dunning Type "Second Notice" will have a dunning fee and interest charged on the outstanding amount. 


B > Accounting > Dunning Type > First Dunning Q Search or type a command (Ctri + G) Q Help v A 


= First Dunning «> @ » Ee 


& Assigned To 


Is Default 
+ 
@ Attachments 
Dunning Fee Rate of Interest (%) Year| 
Attach File + 2 ihc 
0,00 0,000 
& Shared With 
+ 
Q Tags Dunning Letter 
Add a tag 
This section allows the user to set the Body and Closing text of the Dunning Letter for the Dunning Type based on language, which can be used in 
Print 
0 - (0 FOLLOW No. Language Body Text Closing Text 
1 en Hi Thanks ? Edit 
You edited this 
just now Add Row 


You created this 


5 days ago 


2.2 Statuses_ 
These are the statuses that are auto-assigned to Dunning. 
e@ Draft: A draft is saved but yet to be submitted. 
e@ Unresolved: The Dunning is unresolved when it is submitted but no payments have been received. 
e@ Resolved: The Dunning is resolved when the outstanding payment has been received. 
e@ Cancelled: A cancelled status is a cancelled Dunning document. 
3. Payment_ 
When you receive a full payment, including interest and fees, please open the unresolved Dunning and click on "Create > Payment". This 
will create a Payment Entry against the outstanding scheduled payments and record the interest and fees as "Payment Deductions or Loss". 


The Payment Entry will automatically set the Dunning's status to resolved. 
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B > Accounting >» Payment Entry >» new-payment-entry-1 Q Search or type a command (Ctrl + G) Q 


= New Payment Entry  - nor savea 
Deductions orLoss ~ 


Payment Deductions or Loss 


No Account 


Amount (EUR) 


1 710000 - Sonstige Zinsen und ahnlict Main 27,53 ? Edit 


Add Row 
GST Details v 


Transaction ID 


Cheque/Reference No Cheque/Reference Date 


JOURNALS AND PAYMENTS-_ PAYMENT REQUEST 


A Payment Request is used to request payment from a Customer for a Sales Order or Invoice. 
Payment Request is sent via email and will contain a link to a Payment Gateway if set up. You can create a payment request via a Sales 
Order or a Sales Invoice. A Payment Request can also be set up against a Purchase Order or a Purchase Invoice for internal records. Then, 
payments can be processed in bulk using a Payment Order. 
To access Payment Request go to: 
Home > Accounting > Accounts Receivable > Payment Request 
1. Prerequisites" 
Before creating and using Payment Request, it is advisable to create the following first: 
1. Sales Invoice 
2 Purchase Invoice 
3. Sales Order 
4 Purchase Order 
2. How to create a Payment Request_ 
A Payment Request cannot be created manually, it is created from a Sales/Purchase Order or Invoice. 
2.1 Creating Payment Request via Sales Order_ 
In a Sales Order, click on Create and then click on Payment to make an advance payment. To know more about advance payment, visit 


the Advance Payment Entry page. 
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B > Selling > Sales Order >» SAL-ORD-2021-00001 Q Search or type a command (Ctrl + G) Gis Help» =: BS 
= Sysco Inc. * To Deliver and Bill Update Items Status < [ create = | < > a Cancel 
° : Pick List 
& Assigned To 
+ Connections ~ Delivery Note 
6 Atiachments Fulfillment Purchasing Proje Work Order 
Attach File + Sales Invoice + Material Request + Proje Salas lnvoice 
Pick List ar Purchase Order ar 
vy Reviews Material Request 
Delivery Note + 
7 Request for Raw Materials 
Maintenance Visit Sr 
& Shared With Purchase Order 
Manufacturin: Reference Paym 
* 9 y Project 
Work Order Sy Quotation Payr 
© Tags Subscription 
Add a tag Auto Repeat + Payr 
Jour 
Payment 
90-Q0 FOLLOW 
Customer * Date * 
You edited this 
just now Sysco Inc. 04-18-2021 
You created this : 
just now Order Type * Delivery Date 
2.2 Creating Payment Request via Sales Invoice_ 
In a Sales Invoice, click on Create and then click on Payment to make payment against the invoice. 
B > Accounting > Sales Invoice » ACC-SINV-2021-00004 Q Search or type a command (Ctrl + G) Gos Help~ ~—sBS 


= Syscolnc. - overdue View < > B = Cancel 
Payment 
& Assigned To y 
+ Connections ~ Return / Credit Note 
6 attachments Payment Reference Retur Delivery 
Payment Entr Timesheet Sale 
sic : —— : : = 
Payment Request Delivery Note + 
vy Reviews Invoice Discounting 
Journal Entry = + Sales Order 
+ Dunning 
Invoice Discounting + POS Invoice + 
& Shared With Maintenance Schedule 
Dunning + 
+ 4 at 
Subscription 
® Tags Subscription 
Add a tag... Auto Repeat “ 
0-Qo Peet Customer Date * 
Sysco Inc. 03-24-2021 
You edited this 
4 days ago Include Payment (POS) Posting Time 
You created this SPS, 
Is Return (Credit Note) 23:36:06 


4 days ago 


Select appropriate Payment Gateway Account on Payment Request for accounts posting. Account head specified on payment gateway will 
be considered to create a Journal Entry. 


Note: Invoice/Order currency and ‘Payment Gateway Account’ currency should be the same. 
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B > Accounting >» Payment Request >» ACC-PRQ-2021-00001 Q Search or type a command (Ctrl + G) G Help» BS 


= ACC-PRQ-2021-00001 .- nor saver < > 8 
hi 
@ Attachments Payment Request Type * Mode of Payment 
Attach File + a 
Inward 5 
BriRevlews Transaction Date 
* 04-18-2021 
& Shared With 
+ 
Party Details 
® Tags 
Add a tag... Party Type Reference Doctype 
Customer Sales Invoice 
Party Reference Name 
0-Q0 FOLLOW 
Sysco Inc. ACC-SINV-2021-00004 


You edited this 
just now 


You created this 


just now Transaction Details 


Amount Transaction Currency 


12,350,000.00 USD 


2.3 Notifying the Customer_ 
You can notify customer from Payment Request using Print Format. If the customer contact email is set, it will be fetched automatically. If 


not so you can set an email address in Payment Request. 


B >» Accounting > Payment Request >» ACC-PRQ-2021-00001 Q Search or type a command (Ctri + G) Gis Help» BS 


= ACC-PRQ-2021-00001 - Noi savea <|{>|l@ 


Recipient Message And Payment Details 


Print Format Payment Gateway Account 


To 


basawaraj@erpnext.com 


Subject 


Payment Request for ACC-SINV-2021-00004 


Message 


<p>Hello,</p> 

<p>Requesting payment against Sales Invoice ACC-SINV-2021-00004 for amount $ 12,350,000.00</p> 
<a href="{{ payment_url }}">Make Payment</a> 

<p>if you have any questions, please get back to us.</p> 


<p>Thank you for your business!</p> 


2.4 Request Mail_ 
Here is an example request email. The URL is generated automatically if you've set up the respective payment integration. To know more 


about integrations, visit this page. 
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Payment Request for SO-00004 {© inbox x Az 


saurabh6790@gmail.com @ 1:06 PM (1 hour ago) & A 
to saurabh |~ 


Dear User, 


Thank You for being a part of Organization. 
Please find enclosed the E Bill statement. 


We don't want you to be spending time running around in order to pay for you Bill. After all, life is beautiful and the time you have in 


hand should be spent to enjoy it! So here are our little ways to help you get more time for life! 


Pay your bill via, 


http://localhost:8000/api/method/erpnext.accounts.doctype.payment_request.payment_request.gererate 
payemnt_request?name=PR000003 


Sent via ERPNext 


2.5 Payment Request without using any Gateway_ 
In case you don't want to use any integration or payment gateway and only want to send a notification, simply set the Bank Account. You'll 


have to compose the message accordingly with bank details. The party can then transfer the amount to the mentioned bank account. 


Payment Request 
A Payment Request is used to request payment from a Customer for a Sales Order or Invoice. 
Payment Request is sent via email and will contain a link to a Payment Gateway if set up. You can create a payment request via a Sales 
Order or a Sales Invoice. A Payment Request can also be set up against a Purchase Order or a Purchase Invoice for internal records. Then, 
payments can be processed in bulk using a Payment Order. 
To access Payment Request go to: 
Home > Accounting > Accounts Receivable > Payment Request 
1. Prerequisites" 
Before creating and using Payment Request, it is advisable to create the following first: 
1. Sales Invoice 
2. Purchase Invoice 
3. Sales Order 
4. Purchase Order 
2. How to create a Payment Request_ 
A Payment Request cannot be created manually, it is created from a Sales/Purchase Order or Invoice. 
2.1 Creating Payment Request via Sales Order_ 
In a Sales Order, click on Create and then click on Payment to make an advance payment. To know more about advance payment, visit 


the Advance Payment Entry page. 
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&. Assigned To 


+ 


@ Attachments 


Attach File 


wy Reviews 


+ 


8&3 Shared With 


+ 


® Tags 


Add a tag 


You edited this 
just now 


You created this 
just now 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag ... 


You edited this 
4 days ago 


You created this 
4 days ago 


FOLLOW 


= Syscolnc. - overdue 


FOLLOW 


B > Selling > Sales Order > SAL-ORD-2021-00001 


= Sysco lnc. - To Deliver and Bill 


Connections ~ 
Fulfillment 
Sales Invoice o> 
Pick List cr 
Delivery Note + 


Maintenance Visit or 


Manufacturing 


Work Order + 


Customer * 


Sysco Inc. 


Order Type * 


2.2 Creating Payment Request via Sales Invoice_ 


B > Accounting > Sales Invoice » ACC-SINV-2021-00004 


Connections ~ 
Payment 
Payment Entry cv 
Payment Request 
Journal Entry + 
Invoice Discounting + 


Dunning + 


Subscription 


Auto Repeat + 


Customer 


Sysco Inc. 


Include Payment (POS) 


Is Return (Credit Note) 


be considered to create a Journal Entry. 


Purchasing 


Material Request 


Purchase Order 


Reference 


Quotation 


Auto Repeat 


Reference 


Timesheet 
Delivery Note 
Sales Order 


POS Invoice 


- 


+ 


+ 


Q Search or type a command (Ctrl + G) Ga Help» BS 
Update Items Status ¢ [ create = | < > (— eo Cancel 
Pick List 


Delivery Note 


Proje Work Order 


Proje - 
Sales Invoice 


Material Request 
Request for Raw Materials 
Purchase Order 


Paym 
y Project 


Payr 
Subscription 


Payr 
Jour 
Payment 


Date * 


04-18-2021 


Delivery Date 


In a Sales Invoice, click on Create and then click on Payment to make payment against the invoice. 


Q Search or type a command (Ctrl + G) Gi Help ~ BS 


View < < > — Cancel 


Payment 


Return / Credit Note 
Retur Delivery 
Sale 
P; 
Invoice Discounting 
Dunning 
Maintenance Schedule 


Subscription 


Date * 


03-24-2021 


Posting Time 


23:36:06 


Select appropriate Payment Gateway Account on Payment Request for accounts posting. Account head specified on payment gateway will 


Note: Invoice/Order currency and ‘Payment Gateway Account’ currency should be the same. 


48_btt 5 
MAN ENERGY 


- 163 - 


P.O.Box 128448, Dubai, United Arab Emira 


S 
man.energy 


e 


B > Accounting >» Payment Request >» ACC-PRQ-2021-00001 Q Search or type a command (Ctrl + G) G Help» BS 


= ACC-PRQ-2021-00001 .- nor saver < > 8 
hi 
@ Attachments Payment Request Type * Mode of Payment 
Attach File + a 
Inward 5 
BriRevlews Transaction Date 
* 04-18-2021 
& Shared With 
+ 
Party Details 
® Tags 
Add a tag... Party Type Reference Doctype 
Customer Sales Invoice 
Party Reference Name 
0-Q0 FOLLOW 
Sysco Inc. ACC-SINV-2021-00004 


You edited this 
just now 


You created this 


just now Transaction Details 


Amount Transaction Currency 


12,350,000.00 USD 


2.3 Notifying the Customer_ 
You can notify customer from Payment Request using Print Format. If the customer contact email is set, it will be fetched automatically. If 


not so you can set an email address in Payment Request. 


B >» Accounting > Payment Request » ACC-PRQ-2021-00001 Q Search or type a command (Ctri + G) Gis Help» BS 


= ACC-PRQ-2021-00001 - Noi savea <|{>|l@ 


Recipient Message And Payment Details 


Print Format Payment Gateway Account 


To 


basawaraj@erpnext.com 


Subject 


Payment Request for ACC-SINV-2021-00004 


Message 


<p>Hello,</p> 

<p>Requesting payment against Sales Invoice ACC-SINV-2021-00004 for amount $ 12,350,000.00</p> 
<a href="{{ payment_url }}">Make Payment</a> 

<p>if you have any questions, please get back to us.</p> 


<p>Thank you for your business!</p> 


2.4 Request Mail_ 
Here is an example request email. The URL is generated automatically if you've set up the respective payment integration. To know more 


about integrations, visit this page. 
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Payment Request for SO-00004 {© inbox x = 


IS] 


saurabh6790@gmail.com @ 1:06 PM (1 hour ago) & A 
to saurabh |~ 


Dear User, 


Thank You for being a part of Organization. 
Please find enclosed the E Bill statement. 


We don't want you to be spending time running around in order to pay for you Bill. After all, life is beautiful and the time you have in 
hand should be spent to enjoy it! So here are our little ways to help you get more time for life! 


Pay your bill via, 


http://localhost:8000/api/method/erpnext.accounts.doctype.payment_request.payment_request.gererate 
payemnt_request?name=PR000003 


Sent via ERPNext 


2.5 Payment Request without using any Gateway 
In case you don't want to use any integration or payment gateway and only want to send a notification, simply set the Bank Account. You'll 


have to compose the message accordingly with bank details. The party can then transfer the amount to the mentioned bank account. 


JOURNALS AND PAYMENTS-_ MODE OF PAYMENT 


The Mode of Payment stores the medium through which payments are made or received. 
To access the Mode of Payment list, go to: 
Home > Accounting > Settings > Mode of Payment 
1. How to create a Mode of Payment_ 
1. Goto the Mode of Payment list and click on New. 
2 Enter a name for the Mode of Payment. 
3 Set a type whether Cash, Bank, or General. This is useful for knowing the mode of payment used in Point Of Sales (PoS). 
4. Set a default payment Account for all the companies. 
5 


Save. 
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B > Accounting >» Mode of Payment > Wire Transfer 


= Wire Transfer - Enabied 


2. Assigned To 


Enabled 
+ 
Type 
@ Attachments 
Bank 
Attach File + 
Accounts 
vw Reviews 
No. Company 
+ 
1 Unico Plastics Inc. 
& Shared With 
+ Add Row 
® Tags 
Add a tag... 
Add a comment 
0-Qo FOLLOW 


You edited this 
2 days ago 


Ctrl+Enter to add comment 


Comment 
Administrator created this 


4 days ago 


B > Accounting > Mode of Payment > Wire Transfer 


= Wire Transfer - Enabiec 


& Assigned To 


Enabled 
+ 
Type 
@ Attachments 
Bank 
Attach File + 
Accounts 


w Reviews 
No Company 


+ 
1 Unico Plastics Inc. 

& Shared With 

- Add Row 
® Tags 
Add a tag... 

Add a comment 
270-Q0 FOLLOW 


* Company form 
* Mode of Payment default account 
* Customer/Supplier default bank account 


* Select manually in Payment Entry 


° 


Tip: Setting the default Account will this account fetched into Payment Entries. 


© 


Q Search or type a command (Ctrl + G) 


Default Account 


1001 - Citi - UP 


Q Search or type a command (Ctrl + G) 


Default Account 


1001 - Citi- UP 


Note: When making Payment Entries, the default bank account will be fetched in the following order if set: 


@ Edit 


Help ~ BS 


@ Edit 
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JOURNALS AND PAYMENTS- PAYMENT TERMS 


A Payment Term helps to set a schedule according to which payments will be made. 
A Payment Term defines a specific payment slab. For example, 50% payment on shipping and 50% on delivery of the item. You can save your 
business's payment terms on ERP and include them in all documents in the sales/purchase cycle. ERP will make all the General Ledger 
entries accordingly. 
In ERP, the Payment Terms form only defines portion percentages. The actual payment schedule can easily be applied using the Payment 
Terms Template. 
You can use Payment Terms in the following documents: 

e Sales Invoice 

e@ Purchase Invoice 

@ Sales Order 

e@ Purchase Order 


e Quotation 


To access Payment Term go to: 


Home > Accounting > Accounting Masters > Payment Term 


|= | > Accounting > Payment Term > 30 Credit Days Q Search or type a command (Ctrl + G) Oo Help v A 
- 30 Credit Days <}L> JL ei - 
& Assigned To 
+ Connections ~ 
: Sales Purchase 
@ Attachments Payment Terms Template + 
Sales Invoice Purchase Invoice 
Attach File F 3 i 
Sales Order oF Purchase Order ae 
wy Reviews 


Quotation = + 
sic 


Q Shared With 


+ 


Invoice Portion (%) Due Date Based On 
® Tags 100 Day(s) after invoice date S 
Add atag.. 
Mode of Payment Credit Days 
30 
0-Qo FOLLOW 


1. How to create a Payment Term_ 


1. Goto the Payment Term list and click on New. 


N 


Enter a name for the Payment Term (eg: 50% post-shipment). 
3 Enter the Invoice portion. If you enter 50, the portion will be 50 percent of the Invoice amount. 
4. Select a Due Date type. 
5. | Under Credit Days enter the number of days after which the remaining amount has to be paid. 
6. Save. 
The fields are explained as follows: 
@ Payment Term Name: The name for this Payment Term. 
e@ Due Date Based On: The basis by which the due date for the Payment Term is to be calculated. This is calculated X number of 
days from the posting date of the invoice/order. There are three options: 
e Day(s) after invoice date: Due date should be calculated in days concerning the posting date of the invoice. For 
example, if 7 is entered on date 20th, the due date will be 27. 


e@ Day(s) after the end of the invoice month: Due date should be calculated in days concerning the last day of the 
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mi 


on 20th March. 


On the field. 0 means no credit allowed. 


1.1 Setting up Discount on Early Payments_ 


invoice date). 


|= | > Accounting > Payment Term > 10% discount on Early Payment 


= 10% discount on Early Payment 


&, Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Invoice Portion (%) 
100 
vw Reviews 
+ Mode of Payment 


& Shared With 


+ 
Rglags Discount Settings 
Add a tag 
Discount Type 
Percentage 
0-Qo EOrCOW, Discount 
10.000 


You edited this 
2 hours ago 


automatically. 


1.2 Payment Terms in Converted Documents_ 


1.3 Adding Payment Terms To Documents_ 


is 30th, the due date will be the 7th of the next month. 


regarded as percentage i.e 50 = 50% of the invoice/orders Grand Total 


e Description: (optional) A brief description of the Payment Term. 


@ Discount: In terms of Percentage or Amount (eg. 10% or = 5,000). 


For ease of use, you can also set a Payment Terms Template and simply reselect it. 


month in which the invoice was created. For example, if 7 is entered in the current month and the last day of the month 


e Month(s) after the end of the invoice month: Due date should be calculated in months concerning the last day of 


the month in which the invoice was created. For example, if 3 is entered on the 20th of January, the due date will be 


e@ Invoice Portion: The portion of the total invoice amount for which this Payment Term should be applied. The value given will be 


e Credit Days (optional): The number of days or month credit is allowed depending on the option chosen in the Due Date Based 


You can set up a discounted payment terms such that if payment is done within the specified period then some amount/percentage of the 
invoice value will be discounted. The following fields define the discount configuration: 


e@ Discount Type: Default is Percentage. You can also change it to Amount. 


e@ Discount Validity Based On: This field acts similar to the Due Date Based On the field in the previous section. 


e@ Discount Validity: The number of days or months the discount is valid with respect to the invoice date (eg. 10 days after the 


Q Search or type a command (Ctrl + G) 


Due Date Based On 


Day(s) after invoice date 


Credit Days 


30 


Discount Validity Based On 


Day(s) after invoice date 


Discount Validity * 


10 


You can now link the Payment Terms with an Invoice and on creating the payment against such invoice, the discount will be applied 


When converting or copying documents in the sales/purchase cycle, the attached Payment Term(s) will be copied. When creating a Sales 


Order from a Quotation, the Due Date in the Payment Terms will be according to the Quotation, this needs to be updated. 


Once you have composed the Payment Terms Template, you can use them in sales and purchase transactions. Based on the value defined 


for Payment Terms and transaction value, the payment schedule will be defined, with a Due Date for each payment slab. 
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Customer Name: 


Business Unit: 


Sr item 


1 PETE 


Total Quantity: 


For example: 


purchase transactions. 


04-18-2021 


05-18-2021 


Sysco Inc. Date: 04-18-2021 
Payment Due Date: 05-18-2021 
Industrials 
Description Quantity Discount Rate Amount Rate of Business Unit 
Amount Stock 
UOM 
PETE Nos 1 $ 0.00 $ $ $ Industrials 
35,000.00 35,000.00 35,000.00 
1 Total $ 35,000.00 
Grand Total: $ 35,000.00 
Rounded Total: $ 35,000.00 
In Words: USD Thirty Five Thousand only. 


Invoice Portion 


50.0% 


50.0% 


ote: The Payment Schedule can be shown in the Print View using the Print Format Builder. 


JOURNALS AND PAYMENTS- PAYMENT TERMS TEMPLATE 


Payment Terms Template allow you to club multiple payment terms together and fetch in transactions. 
After creation, the Payment Terms Table can be set to a specific Customer/Supplier. On selecting the Customer/Supplier in a transaction, 


the Payment Terms Template will be fetched automatically into the transaction. 


If you receive payment in the slab of 30-70, then you can define Payment Term for each slab, i.e. 30% and 70%. 


In the Payment Terms Template, you can select all the Payment Terms and define a template which can be easily applied in the sales and 
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= 50-50 
& Assigned To 


+ 


@ Attachments 


Attach File 


vr Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


C1 oe of 


Save. 


B > Accounting >» Payment Terms Template > 50-50 


1. Prerequisites" 


1. Payment Terms 


Connections ~ 


Allocate Payment Based On Payment Terms 


If this checkbox is checked, paid amount will be splitted and allocated as per the 


amounts in payment schedule against each payment term 


Payment Terms 


No Payment Term Description Invoice Portion (%) 
1 Advance 50 
2 N30 50 
Add Row 


Before creating and using Payment Request, it is advisable to create the following first: 


2. How to create a Payment Terms Template_ 

A Payment Terms Template tells ERP how to populate the table in the ‘Payment Terms Schedule’ section of the sales/purchase document. 

You should use it if you have a set of standard Payment Terms or for ease of use. 
1. Goto the Payment Term Template list and click on New. 

Enter a name for the template. 

Add the created Payment Terms in the table rows. 


Make sure that the total Invoice Portion adds up to 100. 


Q Search or type a command (Ctrl + G) G Help v BS 


«{ > 86 
Due Date Based On Credit Days 
Day(s) after invoice da... i) @ Edit 
Day(s) after invoice da... 30 @ Edit 
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JOURNALS AND PAYMENTS- ADVANCE PAYMENT ENTRY 


Payment done by the Customer/Supplier before the invoice is sent is an Advance Payment. 

Generally, advance payment is done in the case of high value deals. Consider a Customer- Jane D'souza placing an order for a luxury 
furniture item costing %24,000 She is asked to give some advance before the furniture house begins work on her order. She gives them 
10,000 in cash. 

In ERP, advance payment entry is created using Payment Entry. If there exist a Sales Order, you can directly create a Payment Entry for the 
advance amount. Or else, you can also create a standalone Payment Entry for the Customer. Same way, you can also create advance 


Payment Entry for Supplier, via Purchase Order. 


B > Selling > Sales Order >» SAL-ORD-2021-00001 Q Search or type a command (Ctri + G) Ga Help v BS 
Sysco Inc. - To Deliver and Bill Update Items Status ¢ < > @ Cancel 
Pick List 
& Assigned To 
+ Connections ~ Delivery Note 
@ Attachments Work Order 
Attach File + Customer * Date © Sales Invoice 
Sysco Inc. 04-18-2021 
vy Reviews Material Request 
+ Order Type * Delivery Date Request for Raw Materials 
Sales 04-30-2021 
§ Shared With Purchase Order 
+ Customer's Purchase Order 
Project 
® Tags Subscription 
Add a tag 
Payment Request 
0-Q0 FOLLOW 
You edited this Currency and Price List ~ 
1 hour ago 
You created this 


1 hour ago Manse 
Note: If payment is not linked to an invoice, it is considered as an advance payment. The advance payments are reflected in the Accounts 
Receivable and Payable reports. 
1. Prerequisites" 
To create an advance payment entry, these need to be created first: 
e@ Party (Customer/ Supplier) 
e Payment Account (Bank or Cash account) 
2. How to create Advance Payment Entry_ 
Once a Sales Order or Purchase Order is submitted, you will find an option to create a Payment against it. You can also create new Payment 
Entry and manually select values (like Party and payment account). Here are the steps to create Advance Payment against Sales Order. 
1. Go to Sales Order and click on Make > Payment Entry. 
2. Set/check the accounts. 
3. Save and Submit. 
Any Payment Entry that is not linked to an invoice is considered as advance payment by the ERP system. 
If the Customer has given $5,000 as cash advance, it will be recorded as a credit entry against the Customer's Receivable account. To balance 
it [as per the Double accounting system], $5000 is debited against the Company's cash account. 
2.2 Allocating Advance Payment in Invoice_ 


When creating an invoice, you can check if there is an Advance Payment against that Party. 
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B > Accounting > Sales Invoice > new-sales-invoice-1 Q Search or type a command (Ctrl + G) Gg Help» BS 


= New Sales Invoice - Noi saved Get Items From = | save | 


Advance Payments « 


Allocate Advances Automatically (FIFO) 


Get Advances Rec 


Advances 
No. Reference Name Remarks Advance amount Allocated amount 
1 ACC-JV-2021-00011 Reference #7856 dated 04-18-2021 $ 35,000.00 $ 35,000.00 @ Edit 
& 25 0N0 NN anainst Salec Order SAl - 
Add Row 


Payment Terms ~ 


Write Off v 


Terms and Conditions ~ 


On clicking Get Advance Received button, it will fetch the Advance Payment Entries found for that party. Once Advance Payment Entries 
are fetched, you can allocate the Amount of advance against this invoice. The allocation will reduce the Outstanding Amount for that invoice 
right-away. 


Save and submit the Sales Invoice. 
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JOURNALS AND PAYMENTS- INTER COMPANY JOURNAL ENTRY 


An Inter Company Journal Entry is done between organizations that belong to the same group. 
You can create Inter Company Journal Entry if you are making transactions with multiple Companies. You can select the Accounts which 
you wish to use in the Inter Company transactions. A possible use case would be a company buying goods on behalf of another company. 
Before creating an Inter Company Journal Entry, you need to set up your Chart of accounts. 
1. Goto: Accounts > Company and Accounts > Chart Of Accounts. 
2. Select the Account which you would like to set as an Internal Account for the transaction, and check the ‘Inter Company Account’ 
checkbox. This account can now be used for Inter Company Journal Entry transactions. It is recommended to create a new account 


for inter company transactions. 


B > Accounting > Account > Cash Paid To Subsidiary - UH Q Search or type a command (Ctrl + G) a Help v BS 


Cash Paid To Subsidiary -UH Update Account Name / Number Merge Account Chart of Accounts Ledger Non-Group to Group < > eo Save 


. Assigned To 
Disable Parent Account * 
+ 
Is Group Cash In Hand - UH 
2 Attachments 
Company * Account Type 
Attach File + 
Unico Holdings Inc. Cash 
vw Reviews Setting Account Type helps in selecting this Account in tra 
Root Type 
+ 
Actor Frozen 
Shared With a 
Report Type 
+ snedai If the acc rozen, entries are all 1 to restr 
Balance Sheet 
Balance must be 
Tags 
Currency 
Add a tag 
USD 
Inter Company Account 
O- te) FOLLOW 


You Cue this Add acomment 


You need to do the same for all the Companies’ Accounts which you want to use for Inter Company Journal Entry transactions. 
In case of parent-child companies, when an account is created in the parent company, it gets added in the child company. This works only 
if you've selected the option to create Chart of Accounts for child Company based on the parent Company. 
Inter company Journal Entries are created using the Journal Entry form in ERP. To access the Journal Entry list, go to: 
Home > Accounting > Company and Accounts > Journal Entry 
1. Prerequisites" 
Before creating an Inter Company Journal Entry, you need the following: 
e = At least two Companies 
@ = Setting inter company accounts in Chart of Accounts 
2. How to create an Inter Company Journal Entry_ 
1. Goto the Journal Entry list, and click on New. 
2 Select Entry Type as ‘Inter Company Journal Entry’. 
3 Set the Company that is buying Items on behalf of another company. 
4. Add rows for the individual accounting entries. Only inter company accounts can be fetched here. 
5. In each row, you must specify: 
@ = The Internal account that will be affected. 
e@ = The amount to Debit or Credit. 


e = The Cost Center (If it is an Income or Expense). 
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& Assigned To 


+ 


@ Attachments 


Attach File + 


wy Reviews 


+ 


& Shared With 


+ 


D Tags 
Add a tag... 


-Q0 FOLLOW 


You edited this 
just now 


eS ere 


B >» Accounting > Journal Entry >» ACC-JV-2021-00022 


= Cash (USD) - UH : inter company Journal Entry 


Entry Type * 


Inter Company Journal Entry 


Accounting Entries 


No. Account 
ll Cash (USD) - UH 
2 Cash Paid To Subsidiary - USD - UH 


Add Multiple Add Row 


Select Company 


Company * 


Unico Consulting Inc] 


Voucher Type, Inter Company Journal Entry Reference etc. 


6. Onsubmitting the Journal Entry, you will find a button on the top right corner, Make Inter Company Journal Entry. 


Q Search or type a command (Ctrl + G) 


View > 
Company * 
Unico Holdings Inc. 
Posting Date * 
19-04-2021 
Debit 
$0.00 
$10,000.00 
Total Debit 
$ 10,000.00 


7. Click on the button. Now, you will be asked to select the Company against which you wish to create the linked Journal Entry. 


8. Onselecting the Company, you will be routed to another Journal Entry where the relevant fields will be mapped, i.e. Company, 


G Help» BS 


> all Cancel 


Credit 
$10,000.00 @ Edit 


$0.00 @ Edit 
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B > Accounting > Journal Entry > new-journal-entry-5 
= New JournalEntry  - not savec 


Entry Type * 


Inter Company Journal Entry 


Series * 


ACC-JV-.YYYY.- 


Finance Book 


Accounting Entries 


No. Account 
1 Cash (USD) - UCI 
2 Cash Received From Parent - USD - UCI 


Add Multiple = Add Row 


Reference Number 


10. Submit the Journal Entry. 


respectively but the debits and credits will be opposite. 


Entry. 


Journal Entries are cancelled. 


9. Select the Internal accounts for the second Company in the table. 


Q Search or type a command (Ctrl + G) 


From Template 


Company * 


Unico Consulting Inc. 


Posting Date * 


19-04-2021 


Debit 
10,000.00 


Debit 


Total Debit 


11. Make sure the total Debit and Credit Amounts are same as the previously created Journal Entry's total Credit and Debit Amounts 


Note: The accounts in second Journal Entry should be the opposite of what you did in the first Journal Entry. For example, Company A is 


buying something from Company B. This is how the payment cycle between the two companies will look like using Inter Company Journal 


1. Debit Bank Account by 500 and credit Debtors account of Company B by 500. 
2. Now, in the Inter Company Journal Entry, debit Creditors account of Company A by 500 and credit Bank Account by 500. 
3. You also need to select the parties for Creditors and Debtors account before proceeding with the Journal Entry. 


You can also find the reference link at the bottom, which will be added in both the linked Journal Entries and will be removed if any of the 


a Helpy BS 


Quick Entry 


Credit 


? Edit 


10,000.00 @ Edit 
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BILLING- SALES INVOICE 


A Sales Invoice is a bill that you send to your Customers against which the Customer makes the payment. 

Sales Invoice is an accounting transaction. On submission of Sales Invoice, the system updates the receivable and books income against a 
Customer Account. 

To access the Sales Invoice list, go to: 


Home > Accounting > Accounts Receivable > Sales Invoice 


Lead 
: Payment Entry 
EET nNy (Advance) 
Delivery Note 
Quotation — Sales Order 


Sales Invoice Payment Entry 


1. Prerequisites" 
Before creating and using a Sales Invoice, it is advised to create the following first: 
e Item 
e = Customer 
@ = Optional: 
e Sales Order 


e Delivery Note 
2. How to create a Sales Invoice_ 


A Sales Invoice is usually created from a Sales Order or a Delivery Note. The Customer's Item details will be fetched into the Sales Invoice. 
However, you can also create a Sales Invoice directly, for example, a POS invoice. 
To fetch the details automatically in a Sales Invoice, click on the Get Items from. The details can be fetched from a Sales Order, Delivery 
Note, or a Quotation. 
For manual creation, follow these steps: 

1. Go to the Sales Invoice list and click on New. 


2. Select the Customer. 


3. Set the Payment Due Date. 

4. In the Items table, select the Items and set the quantities. 

5. The prices will be fetched automatically if Item Price is added, else add a price in the table. 

6. The posting date and time will be set to current, you can edit after you tick the checkbox below Posting Time to make a backdated 
entry. 

7. Save and 
Submit. 
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2.2 Statuses_ 


B > Accounting > Sales Invoice >» new-sales-invoice-1 


= New Sales Invoice 


ACC-SINV-.YYYY.- 


Include Payment (POS) 


ts Return (Credit Note) 


Accounting Dimensions ~ 


Customer PO Details ~ 


Address and Contact v 


2.1 Additional options when creating a Sales Invoice_ 


B > Accounting > Sales Invoice >» new-sales-invoice-1 


= New Sales Invoice 


ACC-SINV-.YYYY.- 


Include Payment (POS) 


Is Return (Credit Note) 


Accounting Dimensions ~ 


Customer PO Details ~ 


Address and Contact v 


These are the statuses that are auto-assigned to Sales Invoice. 


e Draft: A draft is saved but yet to be submitted. 


undone. 


e@ Overdue: Payment is pending beyond the payment due date. 


Q Search or type a command (Ctrl + G) a Help -| 


Date * 


: 04-19-2021 


Posting Time 
00:07:55 


America/Adak 


Edit Posting Date and Time 


Payment Due Date * 


04-19-2021 


e Include Payment (POS): If this invoice is for retail sales / Point of Sale. Know more here. 


e Is Return Credit Note: Tick this if the customer has returned the Items. To know more details, visit the Credit Note page. 


Q Search or type a command (Ctrl + G) 


Date * 


04-19-2021 


Posting Time 
00:07:55 
America/Adak 
Edit Posting Date and Time 
Payment Due Date * 


04-19-2021 


@ Submitted: The invoice is submitted to the system and the general ledger has been updated. 
e@ Paid: Customer has made the payment and a Payment Entry has been submitted. 


@ Unpaid: Invoice is generated but payment is pending but within the payment due date. 


e@ Canceled: The Sales Invoice is canceled due to any reason. Once an invoice is canceled, it's impact on Account and Stock is 


Get Items From > 


BS 


Get Items From > | save | 


Help » BS 
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@ Credit Note Issued: The Item is returned by the Customer and a Credit Note is created against this invoice. 


e Return: It is assigned to Credit Note created against the original Sales Invoice. Though you can also create a standalone Credit 
Note. 
@ Unpaid and Discounted: Payment is pending and any ongoing subscription has been discounted using Invoice Discounting. 
e@ Overdue and Discounted: Payment is pending beyond the payment due date and any ongoing subscription has been discounted 
using Invoice Discounting. 
3. Features_ 
3.1 Dates_ 
e Posting Date: The date on which the Sales Invoice will affect your books of accounts i.e. your General Ledger. This will affect all 
your balances in that accounting period. 
@ Due Date: The date on which the payment is due (if you have sold on credit). The credit limit can be set from the Customer master. 
3.2 Accounting Dimensions 
Accounting Dimensions lets you tag transactions based on a specific Territory, Branch, Customer, etc. This helps in viewing accounting 


statements separately based on the selected dimension(s). To know more, check help on Accounting Dimensions feature. 


Note: Project and Cost Center are treated as dimensions by default. 
3.3 Customer PO Details_ 

e@ Customer's Purchase Order: Track customer's PO No. received, primarily to prevent the creation of duplicate Sales Order or 
Invoice for the same PO received from the Customer. You can do more configuration related to customer's PO No. validation 
in Selling Settings 

e@ Customer's Purchase Order Date: The date on which the Customer placed the Purchase Order. 


B > Accounting > Sales Invoice >» new-sales ce-1 Q Search or type a command (Ctrl + G) G Help BS 


New Sales Invoice - Not Saves Get Items From + Save 


Accounting Dimensions ~ 


Customer PO Details ~ 


Customer's Purchase Order Customer's Purchase Order Date 


PO/2021/03/00534 04-16-2021 


Address and Contact ~ 


Currency and Price List ~ 


Items 
Update Stock 


Items 
3.4 Address and Contact_ 

@ Customer Address: This is the Billing Address of the Customer. 

e Contact Person: If the Customer is a company, the person to be contacted is fetched in this field if set in the Customer form. 

e@ — Territory: A Territory is the region where the Customer belongs to, fetched from the Customer form. The default value is All 

Territories. 

e@ — Shipping Address: Address where the items will be shipped to. 

e Billing Address GSTIN 

@ — Customer GSTIN 
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e Place of Supply 

@ Company GSTIN 
3.5 Currency 
You can set the currency in which the Sales Invoice order is to be sent. This can be fetched from the Customer master or preceding 
transactions like Sales Order. 

e Wish to select Customer's currency just for the reference of the Customer, whereas accounts posting will be done in the 


Company's base currency only. Learn more here. 


e Maintain separate receivable account in the Customer's currency. The Receivable for this invoice should be posted in that currency 


itself. Read Multi Currency Accounting to learn more. 


3.6 Price list_ 
If you select a Price List, then the item prices will be fetched from that list. Ticking on ‘Ignore Pricing Rule’ will ignore the Pricing Rules set 
in Accounts > Pricing Rule. 


Read Price List documentation to know more. 


3.7 The Items table_ 
Note: From version-13 onwards we have introduced immutable ledger which changes the rules for cancellation of stock entries and posting 
backdated stock transactions in ERP. Learn more here. 
e@ Update Stock Ticking this checkbox will update the Stock Ledger on submitting the Sales Invoice. If you've created a Delivery 
Note, the Stock Ledger will be changed. If you're skipping the creation of Delivery Note, tick this checkbox. 


e Scan Barcode: You can add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read 


documentation for tracking items using barcode to know more. 


e Grant Commission: Grant a commission to Sales Person and Sales Partner on the net amount of this line item. If disabled, this 


line item will be ignored in the calculation of commission. 

e@ ~The Item Code, name, description, Image, and Manufacturer will be fetched from the Item master. 

e@ = Discount and Margin: You can apply a discount on individual Items percentage-wise or on the total amount of the Item. 
Read Applying Discount for more details. 

e Rate: The Rate is fetched if set in the Price List and the total Amount is calculated. 

@ — Drop Ship: Drop Shipping is when you make the sales transaction, but the Item is delivered by the Supplier. To know more, visit 
the Drop Shipping page. 

e Accounting Details: The Income and Expense accounts can be changed here you you wish to. If this Item is an Asset, it can be 
linked here. This is useful when you're selling an Asset. 

e@ Deferred Revenue: If the income for this Item will be billed over the coming months in parts, then tick on ‘Enable Deferred 


Revenue’. To know more, visit the Deferred Revenue page. 


e Item Weight: The Item Weight details per unit and Weight UOM are fetched if set in the Item master. 
e@ = Stock Details: The following details will be fetched from the Item master: 

@ Warehouse: The Warehouse from where the stock will be sent. 

e = Available Qty at Warehouse: The quantity available in the selected Warehouse. 


e Batch No and Serial No: If your Item is serialized or batched, you will have to enter Serial Number and Batch in the Items table. 


You are allowed to enter multiple Serial Numbers in one row (each on a separate line) and you must enter the same number of 
Serial Numbers as the quantity. 

e Item Tax Template: You can set an Item Tax Template to apply a specific Tax amount to this particular Item. To know more, 
visit this page. 

e References: If this Sales Invoice was created from a Sales Order/Delivery Note, it'll be referred here. Also, the Delivered Quantity 


will be shown. 


e@ Page Break will create a page break just before this Item when printing. 
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3.8 Timesheet_ 

If you want to bill Employees working on Projects on an hourly basis (contract based), they can fill out Timesheets which consists of their 
billing rate. When you make a new Sales Invoice, select the Project for which the billing is to be made, and the corresponding Timesheet 
entries for that Project will be fetched. 


If your Company's Employees are working at a location and it needs to be billed, you can create an Invoice based on the Timesheet. 


B > Accounting > Sales invoice > new-sales-invoice-2 Q Search or type a command (Ctrl + G) rat Helpy BS 


Fetch Timesheet 


= New Sales Invoice - Not savea 


Get Items From = save | 


Time Sheet List ~ 


Time Sheets 


No. Time Sheet 


Billing Hours 


Billing Amount 


Sales Taxes and Charges Template 


US ST 6.25% - UP 


Sales Taxes and Charges 


1 TS-2021-00001 35 $ 3,500.00 ? Edit 
Add Row 
Total Billing Amount 
$ 3,500.00 
Total Quantity Total Net Weight 
0 0 
Total (USD) 
$ 0.00 
To know more, visit this page. 
3.9 Taxes and Charges_ 
The Taxes and Charges will be fetched from the Sales Order or Delivery Note. 
Visit the Sales Taxes and Charges Template page to know more about taxes. 
The total taxes and charges will be displayed below the table. 
To add taxes automatically via a Tax Category, visit this page. 
Make sure to mark all your taxes in the Taxes and Charges table correctly for an accurate valuation. 
B > Accounting > Sales Invoice >» ACC-SINV-2021-00008 Q Search or type a command (Ctrl + G) G Help v BS 
Sysco Inc. - drat GetltemsFrom: << > ®@ 
Is customer exempted from sales tax? Shipping Rule 


Tax Category 


No Type Account Head Rate Amount Total 
1 On Net Total ST 6.25% - UP 6.250 $ 2,187.50 $ 37,187.50 @ Edit 
Add Row 
Tax Breakup v 
iv) Saved x 


Total Taxes and C 


@n107en 
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A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 


Shipping Rule_ 


the Shipping Rule page. 

3.10 Loyalty Points Redemption_ 

If the Customer is enrolled in a Loyalty Program, they can choose to redeem it. To know more, visit the Loyalty Program page. 

3.11 Additional Discount_ 

Any additional discounts to the whole Invoice can be set in this section. This discount could be based on the Grand Total i.e., post tax/charges 
or Net total i.e., pre tax/charges. The additional discount can be applied as a percentage or an amount. Visit the Applying Discount page 


for more details. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00008 Q Search or type a command (Ctrl + G) G Help v BS 


Sysco Inc. ~ Nor Savec GetltemsFrom> < >» @ = Save 


Additional Discount ~ 


Apply Additional Discount On Additional Discount Percentage 


Grand Total : 5.000 


Additional Discount Amount (USD) 


1,859.38 


3.12 Advance Payment_ 
For high-value Items, the seller can request an advance payment before processing the order. The Get Advances Received button opens 


a popup from where you can fetch the orders where the advance payment was made. To know more, visit the Advance Payment Entry page. 


3.13 Payment Terms_ 

The payment for an invoice may be made in parts depending on your understanding with the Supplier. This is fetched if set in the Sales 
Order. To know more, visit the Payment Terms page. 

3.14 Write Off. 

Write off happens when the Customer pays an amount less than the invoice amount. This may be a small difference like 0.50. Over several 
orders, this might add up to a big number. For accounting accuracy, this difference amount is ‘written off’. To know more, visit the Payment 
Terms page. 

3.15 Terms and Conditions_ 


There may be certain terms and conditions on the Item you're selling, these can be applied here. Read Terms and Condition 


documentation to know how to add them. 
3.16 Transporter Information_ 
If you outsource transporting Items to their delivery location, the transporter details can be added. This is not the same as drop shipping. 
e Transporter: The Supplier who will transport the Item to your Customer. The transporter feature should be enabled in the Supplier 
master to select the Supplier here. 
@ — Driver: You can add a Driver here who will drive the mode of transport. 


The details are usually fetched from the Delivery Note. 
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B > Accounting > Sales Invoice >» SINV-2021-00002 


= Awesome Private Limted  - pratt 


Transporter Info ~ 


Transporter 


Fast Transporter 


GST Transporter ID 


29AABCV3608C2Z1 


Driver 


HR-DRI-2021-00001 


Transport Receipt No 


Vehicle No 


Q Search or type a command (Ctrl + G) 


E Invoicing 


Transporter Name 


Fast Transporter 


Mode of Transport 


Road 


Driver Name 


Kiran 


Transport Receipt Date 


23-04-2021 


GST Vehicle Type 


7 Submit 


Regular : 


Distance (in km) 


0.000 


The following details can be recorded: 
e@ Distance in km 
e Mode of Transport whether road, air, rail, or ship. 
The Transport Receipt Date and Driver Name will be fetched. 
3.17 Printing Settings. 
Letterhead_ 
You can print your Sales Invoice on your Company's letterhead. Know more here. 
‘Group same items’ will group the same items added multiple times in the Items table. This can be seen when your print. 
Print Headings 
Sales Invoice headings can also be changed when printing the document. You can do this by selecting a Print Heading. To create new Print 
Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
There are additional checkboxes for printing the Sales Invoice without the amount, this might be useful when the Item is of high value. You 
can also group the same Items in one row when printing. 
3.18 More Information_ 
The following Sales details can be recorded: 
@ Campaign: If this invoice is a part of on ongoing sales Campaign, it can be linked. To know more, visit the Campaign page. 


e@ Source: A Lead Source can be tagged here to know the source of sales. To know more, visit the Lead Source page. 
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B > Accounting > Sales Invoice >» ACC-SINV-2021-00008 Q Search or type a command (Ctrl + G) G Help v BS 
= Sysco Inc. - Draft Get Items From > < > & Submit 
More Information ~ 
Is Internal Customer Status 
Campaign Draft 


Source 


ts Discounted 


Accounting Details v 


Commission v 


3.20 Accounting Details_ 
@ Debit To: The account against which receivable will be booked for this Customer. 
e Is Opening Entry: If this is an opening entry to affect your accounts select 'Yes’. i.e. if you're migrating from another ERP to ERP 
mid year, you might want to use an Opening Entry to update account balances in ERP. 


@ Remarks: Any additional remarks about the Sales Invoice can be added here. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00008 Q Search or type a command (Ctrl + G) G Help» BS 


= Sysco Inc. « draft Get Items From > < > @ 


. Submit 


Accounting Details ~ 


Debit To * Remarks 


Debtors - UP No Remarks 


Is Opening Entry 


No 


Commission ~ 


Sales Team v 


3.21 Commission_ 

If the sale took place via one of your Sales Partners, you can add their commission details here. This is usually fetched from the Sales 
Order/Delivery Note. 

3.22 Sales Team_ 

Sales Persons: ERP allows you to add multiple Sales Persons who may have worked on this deal. This is also fetched from the Sales 
Order/Delivery Note. 

3.23 Automatically Fetching Item Batch Numbers_ 


If you are selling an Item from a Batch, ERP will automatically fetch a batch number for you if "Update Stock" is checked. The batch number 


will be fetched on a First Expiring First Out (FEFO) basis. This is a variant of First In First Out (FIFO) that gives the highest priority to the 
soonest to expire Items. 
Note that if the first batch in the queue cannot satisfy the order on the invoice, the next batch in the queue that can satisfy the order will 


be selected. If no batch can satisfy the order, ERP will cancel its attempt to automatically fetch a suitable batch number. 
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3.24 POS Invoices 


B > Accounting > Sales Invoice > new-sales-invoice-1 
= New Sales Invoice - not savec 


Series * 


ACC-SINV-.YYYY.- 


Customer 


Walk-in Customer 


POS Profile 


Basawaraj 


Include Payment (POS) 


Is Return (Credit Note) 


Customer PO Details ~ 


3.25 After Submitting 


1. Journal Entry 
Payment Entry 
Payment Request 
nvoice Discounting 


OF oP 3 tS 


Delivery Note 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00007 


= Excellent GmbH .: overdue 


& Assigned To 

+ Connections ~ 
@ Attachments Payment 

Payment Entry + 


Attach File + 
Payment Request 
vw Reviews 
Journal Entry + 
+ 


Invoice Discounting 2s 
& Shared With 


Dunning + 
+ 
> Tags Subscription 
Add a tag AutoRepeat + 
a : FOLLOW Customer 


Excellent GmbH 
You edited this 


eS oe Include Payment (POS) 


You created this 
2 days ago 


4. More_ 


Is Return (Credit Note) 


Accounting Impact_ 


Accounting Dimensions v 


Reference 


Timesheet oe 
Delivery Note 


Sales Order 


Profile data is fetched into the Sales Invoice and you can easily make payments. 


On submitting a Sales Invoice, the following documents can be created against it: 


+ 


POS Invoice ae 


Consider a scenario where the retail transaction is carried out. For e.g: A retail shop. If you check the Is POS checkbox, then all your POS 


Also, if you check the Update Stock the stock will also update automatically, without the need for a Delivery Note. 


Q Search or type a command (Ctrl + G) G Help v BS 


Date * 


04-19-2021 


Posting Time 
01:00:06 


America/Adak 


Edit Posting Date and Time 


Q Search or type a command (Ctrl + G) G Help v BS 


Date * 


04-16-2021 


Posting Time 


04:32:52 


Get Items From > | save | 


View < < > eo Cancel 


Payment 


Return / Credit Note 
Retur Delivery 
Sale 
Payment Request 
Invoice Discounting 
Dunning 


Maintenance Schedule 


Subscription 
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All Sales must be booked against an “Income Account” . This refers to an Account inthe “Income” section of your Chart of Accounts. 


It is a good practice to classify your income by type (like product income, service income, etc). The Income Account must be set for each 


row of the Items table. 

Tip: To set default Income Accounts for Items, you can set it in the Item or Item Group. 

The other account that is affected is the Account of the Customer. That is automatically set from “Debit To” in the heading section. 

You can also mention the Cost Centers in which your Income must be booked. Remember that your Cost Centers tell you the profitability 


of the different lines of business or product. You can also set a default Cost Center in the Item master. See also: Accounting Dimensions. 


Accounting entries (GL Entry) for a typical double entry “Sale” : 
When booking a sale (accrual): 

e@ Debit: Customer (grand total) 

e = Credit: Income (net total, minus taxes for each Item) 


e@ = Credit: Taxes (liabilities to be paid to the government) 


B > Accounting Q Search or type a command (Ctrl + G) G Help v BS 
General Ledger Set Chart Create Card CG 
Unico Plastics Inc. 03-24-2021 04-13-2021 ACC-SINV-2021-00004 


Group by Voucher (Consdl 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 


Posting .. Account Debit (USD) Credit (USD) Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 .. Debtors - UP 12,350,000.000 0.000 12,350,000.000 Sales Invoice ACC-SINV-2021-00004 Sales - UP Customer Sysco 
3 A Sales - UP 0.000 12,350,000.000 0.000 _ Sales Invoice ACC-SINV-2021-00004 Sysco Inc. 
4 Total 12,350,000.000 12,350,000.000 0.000 
5 Closing (Opening + Total) 12,350,000.000 12,350,000.000 0.000 


se 5:10 (for values betw 


For comparison, use >5, <10 or =324. For ranges 


on Time: 0.019068 sec 


To see entries in your Sales Invoice after you. “Submit” , click on “View Ledger” 


BILLING-PURCHASE INVOICE 


A Purchase Invoice is a bill you receive from your Suppliers against which you need to make the payment. 

Purchase Invoice is the exact opposite of your Sales Invoice. Here you accrue expenses to your Supplier. Making a Purchase Invoice is very 
similar to making a Purchase Order. 

To access the Purchase Invoice list, go to: 


Home > Accounting > Accounts Payable > Purchase Invoice 
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Purchase Receipt 


Material Request —_ 


Purchase Order 


Payment Entry 
(Advance) 


Payment Entry 


Request for Quotation 


Supplier Quotation 


1. Prerequisites" 


Before creating and using a Purchase Invoice, it is advised to create the following first: 


e Item 
e Supplier 


e Purchase Order 
e Purchase Receipt (optional) 
2. How to create a Purchase Invoice:_ 
A Purchase Invoice is usually created from a Purchase Order or a Purchase Receipt. The Supplier's Item details will be fetched into the 
Purchase Invoice. However, you can also create a Purchase Invoice directly. 
To fetch the details automatically in a Purchase Invoice, click on the Get Items from. The details can be fetched from a Purchase Order or 
Purchase Receipt. 
For manual creation, follow these steps: 
1. Go to the Purchase Invoice list, click on New. 
Select the Supplier. 
The posting date and time will be set to current, you can edit after you tick the checkbox below Posting Time. 
Set the Due Date for payment. 
Add Items and quantities in the Items table. 


The Rate and Amount will be fetched. 


SY 10y Or Fe ter fh 


Save and Submit. 
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B > Accounting > Purchase Invoice >» new-purchase-invoice-2 Q Search or type a command (Ctrl + G) a Help v BS 


= New Purchase Invoice - noi savec Get Items From > 
Series * Date * 
ACC-PINV-.YYYY.- 3 04-19-2021 
Supplier * Posting Time 
Apple Inc. 17:14:43 


Tax Id 


Edit Posting Date and Time 


Is Paid 
Due Date 


04-19-2021 Is Return (Debit Note) 


Apply Tax Withholding Amount 


Accounting Dimensions ~v 


Supplier Invoice Details ~ 


2.1 Additional options when creating a Purchase Invoice_ 


e@ Is Paid: You can tick ‘Is Paid’ if the amount has already been paid via an Advance Payment Entry. This should be ticked if there is 


full or partial payment. 
e Is Return (Debit Note): Tick this if the customer has returned the Items. To know more details, visit the Debit Note page. 


e — Apply Tax Withholding Amount: If the selected Supplier has a Tax Withholding Category set, this checkbox will be enabled. For 


more information, visit the Tax Withholding Category page. 


2.2 Statuses_ 
e Draft: A draft is saved but yet to be submitted to the system. 
e@ Return: The Items have been returned to the Supplier. 
e@ Debit Note Issued: The Items have been returned and a Debit Note has been issued against the invoice. 
e@ Submitted: The Purchase Invoice has been submitted to the system and the general ledger has been updated. 
e@ Paid: Supplier has been fully paid the invoice amount and the corresponding Payment Entries have been submitted. 
e@ Partly Paid: Supplier has been paid a part of the invoice amount and the corresponding Payment Entries have been submitted. 
@ Unpaid: The Purchase Invoice is yet to be paid. 
@ Overdue: The due date has passed for payment. 
@ = Canceled: The invoice has been canceled due to some reason. 
3. Features_ 
3.1 Accounting Dimensions 
Accounting Dimensions lets you tag transactions based on a specific Territory, Branch, Customer, etc. This helps in viewing accounting 


statements separately based on the criteria selected. To know more, visit the Accounting Dimensions page. 


Note: Project and Cost Center are treated as dimensions by default. 

3.2 Holding the Invoice_ 

Sometimes you may need to hold an invoice from being submitted. 

Hold Invoice: Enable this checkbox to put the Purchase Invoice on hold. This can be done only before submitting the invoice. Once 'Hold 


Invoice’ is enabled and the Purchase Invoice is submitted, the status will change to ‘Temporarily on Hold’. 
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B > Accounting > Purchase Invoice >» ACC-PINV-2021-00005 Q Search or type a command (Ctrl + G) G Help» BS 


= Appleinc. - drat Create < Get Items From > { > 86 


Hold Invoice ~ 


Hold Invoice Reason For Putting On Hold 


Release Date Quality check delayed. 


04-30-2021 


Once set, this invoice will be on hold till the set date 


More Information v 


Subscription Section ~ 


Add acomment 


Once the purchase invoice gets submit and you want to change ‘Release Date’ then you can take the help of the ‘Hold Invoice’ button, 
which is available on the top right. 
If you want to hold submitted purchase invoice then you can hold using ‘Block Invoice’ option and If you want to unblock again then use 


‘Unblock Invoice’ option. 


B > Accounting > Purchase Invoice » ACC-PINV-2021-00004 Q Search or type a command (Ctrl + G) G Helpy BS 


= Apple Inc. - overdue View < < >| al) - Cancel 
Block Invoice 
& Assigned To 
* Connections ~ Payment 
6 Attachments Payment Reference Retur Return / Debit Note 
Payment Entr: oe Purchase Order Pure 
Attach File + v y Subscription 
Payment Request Purchase Receipt 
vy Reviews Payment Request 
Journal Entry bs Asset + 


+ 


Landed Cost Voucher + 
& Shared With 


+ Subscription 
Auto Repeat Ue 

® Tags 
Add a tag 

Supplier * Date * 

0-Qo0 FOLLOW Apple inc. 03-04-2021 

Tax Id Posting Time 
You edited this 
5 days ago 00:22:58 
You created this America/Adak 
5 days ago Due Date 


This is invoice level holding, Suppliers can be put on hold. Learn more here. 
3.3 Supplier Invoice Details 
e Supplier Invoice No: The Supplier may identify this order with a number of his own. This is for reference. 
e Supplier Invoice Date: The date on which the Supplier placed/confirmed your order from his end. 
3.4 Address and Contact_ 
e@ Supplier Address: This is the Billing Address of the Supplier. 
e Contact Person: If the Supplier is a Company, the person to be contacted is fetched in this field if set in the Supplier form. 


e — Shipping Address: Address where the items will be shipped to. 


P.O.Box 128448, Dubai, United Arab Emirates ——— 
man.energy 800696 - 188 - MAN ENERGY 


You can set the currency in which the Purchase Invoice order is to be sent. This is fetched from the Purchase Order. If you set a Pricing List, 


3.5 Currency and Price list_ 


then the item prices will be fetched from that list. Ticking on ‘Ignore Pricing Rule’ will ignore the Pricing Rules set in Accounts > Pricing Rule. 


B > Accounting > Purchase Invoice >» ACC-PINV-2021-00005 Q Search or type a command (Ctrl + G) a Help v BS 
Apple Inc. - drat Create>  GetitemsFrom> << > Qo 


Currency and Price List ~ 


Currency Price List 


USD Standard Buying 


Ignore Pricing Rule 


Raw Materials Supplied 


No 


Read about Price Lists and Multi-Currency Transactions to know more. 


3.6 Subcontracting or ‘Supply Raw Materials’. 

Setting ‘Supply Raw Materials’ option is useful for subcontracting where you provide the raw materials for manufacturing an Item. To know 
more, visit the Subcontracting page. 

3.7 Items table_ 


@ scan barcode: You can add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read 


documentation for tracking items using barcode to know more. 


e = - The Item Code, name, description, Image, and Manufacturer will be fetched from the Item master. 
e@ = Manufacturer: If the Item is manufactured by a specific manufacturer, it can be added here. This will be fetched if set in the Item 
master. 
@ Quantity and Rate: When you select the Item code, its name, description, and UOM will be fetched. The 'UOM Conversion Factor’ 
is set to 1 by default, you can change it depending on the UOM received from the seller, more in the next section. 
‘Price List Rate’ will be fetched if a Standard Buying rate is set. ‘Last Purchase Rate’ shows the rate of the item from your last Purchase Order. 
Rate is fetched if set in the item master. You can attach an Item Tax Template to apply a specific tax rate to the item. 
e Item weights will be fetched if set in the Item master else enter manually. 
e@ Discount on Price List Rate: You can apply a discount on individual Items percentage-wise or on the total amount of the Item. 
Read Applying Discount for more details. 
e@ Item Weight: The Item Weight details per unit and Weight UOM are fetched if set in the Item master, else enter manually. 
e Accounting Details: The Expense account can be changed here you wish to. 
e@ Deferred Expense: If the expense for this Item will be billed over the coming months in parts, then tick on ‘Enable Deferred 


Expense’. To know more, visit the Deferred Expense page. 


e Allow Zero Valuation Rate: Ticking on ‘Allow Zero Valuation Rate’ will allow submitting the Purchase Receipt even if the Valuation 
Rate of the Item is 0. This can be a sample item or due to a mutual understanding with your Supplier. 
@ BOM: If there is a Bill of Materials created for the Item, it'll be fetched here. This is useful for reference when subcontracting. 
e Item Tax Template: You can set an Item Tax Template to apply a specific Tax amount to this particular Item. To know more, 
visit this page. 
e@ Page Break will create a page break just before this Item when printing. 
Update Stock_ 
Note: From version-13 onwards we have introduced immutable ledger which changes the rules for cancellation of stock entries and posting 


backdated stock transactions in ERP. Learn more here. 
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The Update Stock checkbox should be checked if you want ERP to automatically update your inventory. Consequently, there will be no 
need for a Delivery Note. 
3.8 Taxes and charges_ 


The Taxes and Charges will be fetched from the Purchase Order or Purchase Receipt. 


B > Accounting > Purchase Invoice >» ACC-PINV-2021-00005 Q Search or type a command (Ctrl + G) G Help» BS 
= Apple Inc. - Draft Create < Get Items From : < > 8 


Purchase Taxes and Charges Template 


US ST 6.25% - UP 


Purchase Taxes and Charges 


No Type Account Head Rate Amount Total 
1 On Net Total ST 6.25% - UP 6.250 $ 187.50 $ 3,187.50 @ Edit 
Add Row 


Tax Breakup «~ 


Taxes and Charges Calculation 


Item Taxable Amount ST 6.25% @6.25 


iPhone 13 Pro Max $ 3,000.00 (6.25%) $ 187.50 


Visit the Purchase Taxes and Charges Template page to know more about taxes. 


The total taxes and charges will be displayed below the table. 

To add taxes automatically via a Tax Category, visit this page. 

Make sure to mark all your taxes in the Taxes and Charges table correctly for an accurate valuation. 

Shipping Rule_ 

A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 
the Shipping Rule page. 

3.9 Additional Discount_ 

Any additional discounts to the whole Invoice can be set in this section. This discount could be based on the Grand Total i.e., post tax/charges 


or Net total i.e., pre tax/charges. The additional discount can be applied as a percentage or an amount. 


B > Accounting > Purchase Invoice >» ACC-PINV-2021-00005 Q Search or type a command (Ctrl + G) Gg Help» BS 
= Apple Inc. + Not Saved Create > Get Items From ¢ < > eo“ 


Additional Discount «~ 


Apply Additional Discount On Additional Discount Percentage 


Grand Total c 5.000 


Additional Discount Amount (USD) 


159.38 


Visit the Applying Discount page for more details. 
3.10 Advance Payment_ 
For high-value Items, the seller can request an advance payment before processing the order. The Get Advances Received button opens 


a popup from where you can fetch the orders where advance payment was made. To know more, visit the Advance Payment Entry page. 


3.11 Payment Terms_ 
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The payment for an invoice may be made in parts depending on your understanding with the Supplier. This is fetched if set in the Purchase 


Order. 
B > Accounting > Purchase Invoice >» ACC-PINV-2021-00005 Q Search or type a command (Ctrl + G) G Help v BS 
Apple Inc. - Draft Create > Get Items From < < > Qa 


Payment Terms ~ 


Payment Terms Template 


50-50 


Payment Schedule 


No Payment Term Description Due Date nvoice Portion Payment Amount 
1 Advance 04-19-2021 50% $1,514.06 @ Edit 
2 N30 05-19-2021 50% $1,514.06 @ Edit 


Add Row 


Terms and Conditions v 


Printing Settings ~ 


To know more, visit the Payment Terms page. 
3.12 Write Off_ 
Write off happens when the Customer pays an amount less than the invoice amount. This may be a small difference like 0.50. Over several 
orders, this might add up to a big number. For accounting accuracy, this difference amount is ‘written off’. To know more, visit the Payment 
Terms page. 
3.13 Terms and Conditions_ 
In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 
Customer. You can apply the Terms and Conditions to transactions to transactions and they will appear when printing the document. To 
know about Terms and Conditions, click here 
3.14 Printing Settings_ 
Letterhead_ 
You can print your Purchase Invoice on your Company's letterhead. Know more here. 
‘Group same items’ will group the same items added multiple times in the Items table. This can be seen when your print. 
Print Headings 
Purchase Invoice headings can also be changed when printing the document. You can do this by selecting a Print Heading. To create new 
Print Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
There are additional checkboxes for printing the Purchase Invoice without the amount, this might be useful when the Item is of high value. 
You can also group the same Items in one row when printing. 
3.15 More Information_ 
e Is Opening Entry: If this is an opening entry to affect your accounts select 'Yes’. i.e. if you're migrating from another ERP to ERP 
mid year, you might want to use an Opening Entry to update account balances in ERP. 
@ Remarks: Any additional remarks about the Purchase Invoice can be added here. 
3.16 After Submitting 
On submitting a Purchase Invoice, the following documents can be created against it: 
1. Journal Entry 
2. Payment Entry 
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3. Payment Request 
4. Landed Cost Voucher 


5. Asset 

B > Accounting > Purchase Invoice >» ACC-PINV-2021-00004 Q Search or type a command (Ctrl + G) Ga Help» BS 

= Appleinc.. - overdue View : < > @ = Cancel 

& Assigned To 

+ Connections ~ 

@ Attachments Payment Reference Returns 
Payment Entr’ + Purchase Order Purchase Invoice + 

Attach File + u x 
Payment Request Purchase Receipt 

vy Reviews 

+ Journal Entry + Asset + 


Landed Cost Voucher or 
& Shared With 


+ Subscription 
Auto Repeat + 
® Tags 
Add a tag 
4. More_ 


4.1 Accounting Impact_ 
Similar to a Sales Invoice, in a Purchase Invoice you have to enter an Expense or an Asset account for each row in your Items table. This 
helps to indicate if the Item is an Asset or an Expense. You can also change the Cost Center. These can also be set in the Item master. The 
Cost Center can be set at the Company level. 
The Purchase Invoice will affect your accounts as follows: 

e = Accounting entries (GL Entry) for a typical double entry “purchase” 

e Debits: 

e@ Expense or Asset (net totals, excluding taxes) 


e@ Taxes (/assets if VAT-type or expense again) 


© = Credits: 
e@ — Supplier 
B > Accounting Q Search or type a command (Ctrl + G) G Help v BS 
General Ledger Create Card SetChartt G 


Unico Plastics Inc. 


ook 04-19-2021 04-19-2021 Account ACC-PINV-2021-00005 


Party Group by Voucher (Consdl Currency : Cost Cente roject 


Business Unit Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) —_ Voucher Type Voucher No Against Acco... Party Type Party 

1 Opening 0.000 0.000 0.000 

2 04-19-20... Creditors - UP 0.000 3,028.120 -3,028.120 Purchase Invoice ACC-PINV-2021-00005 Stock Received... Supplier Apple Inc. 
3 04-19-20... Round Off - UP 0.000 0.010 -3,028.130 Purchase Invoice ACC-PINV-2021-00005 Apple Inc. 

4 04-19-20... ST6.25%-UP 178.130 0.000 -2,850.000 Purchase Invoice ACC-PINV-2021-00005 Apple Inc. 

5 04-19-20... Stock Received But Not ... 2,850.000 0.000 0.000 Purchase Invoice ACC-PINV-2021-00005 Apple Inc. 

6 Total 3,028.130 3,028.130 0.000 

Gf Closing (Opening + Total) 3,028.130 3,028.130 0.000 

For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.014625 sec 


4.2 Accounting When Is Paid is checked_ 


P.O.Box 128448, Dubai, United Arab Emirates —— 
man.energy 800696 - 192 - mMmAN ENERGY 


If Is Paid is checked, ERP will also make the following accounting entries: 
Debits: 
e@ = Supplier 
Credits: 
e Bank/Cash Account 
To see entries in your Purchase Invoice after you. “Submit” , click on “View Ledger” . 
4.3 Is purchase an “Expense” oran “Asset” ?_ 
f the Item is consumed immediately on purchase, or if it is a service, then the purchase becomes an “Expense” . For example, a telephone 
bill or travel billis an “Expense” - it is already consumed. 
For inventory Items, that have a value, these purchases are not yet “Expense” , because they still have a value while they remain in your 
stock. They are “Assets” . If they are raw-materials (used in a process), they will become “Expense” the moment they are consumed in 
he process. If they are to be sold to a Customer, they become “Expense” when you ship them to the Customer. 


4.4 Deducting Taxes at Source_ 


n many countries, the law may require you to deduct taxes, while paying your suppliers. These taxes could be based on a standard rate. 
Under these type of schemes, typically if a Supplier crosses a certain threshold of payment, and if the type of product is taxable, you may 
have to deduct some tax (which you pay back to your government, on your Supplier’ s behalf). 
To do this, you will have to make a new Tax Account under “Tax Liabilities” or similar and credit this Account by the percent you are 
bound to deduct for every transaction. 
4.5 Hold Payments For A Purchase Invoice_ 
There are two ways to put a purchase invoice on hold: 

e Date Span Hold 

e@ Explicit Hold 
Explicit Hold_ 
Explicit hold holds the purchase invoice indefinitely. To do it, in the "Hold Invoice" section of the purchase invoice form, simply check the 
"Hold Invoice" checkbox. In the "Reason For Putting On Hold" text field, type a comment explaining why the invoice is to be put on hold. 
If you need to hold a submitted invoice, click the "Make" button and click "Block Invoice". Also, add a comment explaining why the invoice 
is to be put on hold in the dialog that pops up and click "Save". 
Date Span Hold_ 
Date span hold holds the purchase invoice until a specified date. To do it, in the "Hold Invoice" section of the purchase invoice form, check 
the "Hold Invoice" checkbox. Next, input the release date in the dialog that pops up and click "Save". The release date is the date that the 
hold on the document expires. 
After the invoice has been saved, you can change the release date by clicking on the "Hold Invoice" drop down button and then "Change 


Release Date". This action will cause a dialog to appear. 
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B > Accounting > Purchase Invoice >» ACC-PINV-2021-00005 Q Search or type a command (Ctrl + G) a Help v BS 


= Apple Inc. « Temporarily on Hold View > Hold Invoice < < > (— eo Cancel 
Change Release Date 
2 Assigned To 
+ Connections ~ 
Payment Reference Returns 
@ Attachments 
Payment Entr + Purchase Order Purchase Invoice at 
Attach File + id y 
Payment Request Purchase Receipt 
vw Reviews 
+ Journal Entry + Asset + 
Landed Cost Voucher + 
§ Shared With 
+ Subscription 
Auto Repeat ts 
® Tags 
Add a tag 
Supplier * Date * 
0-Qo FOLLOW Apple Inc. 04-19-2021 
Tax Id Posting Time 
You edited this 
just now 17:37:35 
America/Adak 
Due Date 


Select the new release date and click "Save". You should also enter a comment in the "Reason For Putting On Hold" field. 
Take note of the following: 

e All purchases that have been placed on hold will not be included in a Payment Entry's references table 

e The release date cannot be in the past. 

e@ = You can only block or unblock a purchase invoice if it is unpaid. 


e@ You can only change the release date if the invoice is unpaid. 


BILLING- INTER COMPANY INVOICES 


An Inter-Company Journal Invoice is done between organizations that belong to the same group. 
Along with creating Purchase Invoices or Sales Invoices for a single company, you can create inter-linked invoices for multiple companies. 
For example, you can create a Purchase Invoice for a company say ‘Company ABC’, and create a Sales Invoice against this Purchase Invoice 
for another company say 'Company XYZ' and link them together. 
1. How to create Inter Company Invoices" 
1.1 Setting up_ 

1. Go to: Accounts > Masters > Customer. 

2. Select the Customer who you would want to choose for the inter-linked invoice. 


3. Enable the checkbox, Is Internal Customer shown as follows: 
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B > Selling >» Customer > Unico Services Inc Q Search or type a command (Ctri + G) G Help» BS 


= Unico Services Inc. - Enabied Accounting Ledger Accounts Receivable Create ? < >||é 


Allow Sales Invoice Creation Without Sales Order 
Allow Sales Invoice Creation Without Delivery Note 
Disabled 


Is Internal Customer 


Represents Company * 


Unico Services Inc. 


Is customer exempted from sales tax? 


Allowed To Transact With 


Allowed To Transact With 


No. Company 


Unico Consulting Inc. @ Edit 


Add Row 


1. Add the company which the Customer represents in the Represents Company field. This the company for which the Sales Invoice 
will be created. 

2. — In the Allowed To Transact With table, add the company against which you will be creating a Purchase Invoice. 

3. Now, when you create a Purchase Invoice against company A (customer is from company B, the seller is company A), it'll be 

linked to the Sales Invoice for company A created using this Internal Customer from company B. 

Now, you need to follow a similar procedure for setting up a Supplier for inter-linked invoices. 

Go to: Accounts > Masters > Se/ect the Supplier 

Tick on Is Internal Supplier. 


In the Represents Company field, add the company which you added in the table Allowed To Transact With for the Customer. 


@o NO oO Ff 


In the table Allowed To Transact With for the Supplier, add the company which the Customer represents. This is the company 
against which you are going to make an inter-linked Purchase Invoice. 


9. Here is a screenshot of the Supplier company to avoid any confusion: 


B > Buying > Supplier > Unico Consulting Inc Q Search or type a command (Ctri + G) ray Help» BS 
= Unico Consulting Inc. - Enabiea Views Crete: < >» @ 
Tax Withholding Category Allow Purchase Invoice Creation Without Purchase Receipt 
Disabled 
Is Transporter Warn RFQs 


Is Internal Supplier Warn POs 


Represents Company * Prevent RFQs 


Unico Consulting Inc. Prevent POs 


Allowed To Transact With 


Allowed To Transact With 


No Company 


Unico Services Inc. @ Edit 


Add Row 


1.2 Creating the Invoice_ 


1. Now, create a new Sales Invoice, fill up the fields. 
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2. Remember to select the Customer who is an internal customer and company from which he's buying. 


3. Save and Submit the Invoice. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00 


= Unico Services Inc. Unpeia 


2 Assigned To 
‘a Connections ~ 
, Payment 
@ Attachments 


Payment Entr + 
Attach File + g zi 


Payment Request 
vw Reviews 


Journal Entry + 


+ 
Invoice Discounting 
& Shared With 
Dunning + 
+ 
Tage Subscription 
Add a tag Auto Repeat GP 
Or 0 ata! Customer 
Unico Services Inc. 
You edited this 
een E-Way Bill No 
You created this 


just now 


Q Search or type a command (Ctri + G) 


Reference 


Timesheet + 


Delivery Note + 


Sales Order 


POS Invoice uF 


Inter Company Purchase Invoice 


Company * 


Unico Consulting Inc. 


Date * 


20-04-2021 


4. Before you make an /nter Company Invoice you need to do the following: 


1. The selling and buying price between the companies should be in sync. 


View : 


E-Way Bill JSON 


Payment 


Return / Credit Note 


Delivery 


Payment Request 


Invoice Discounting 


Maintenance Schedule 


Subscription 


Go to Stock > Price List, create a new Price List for inter company transactions. 


2 
3. — Tick both Selling and Buying in this new Price List. 
4 


Go to Buying > Supplier > /nterna/ supplier, in the currency and price list section, set the price list to the new one 


just created. 


5. Do the same for the internal customer, i.e., set the price list to the new one. 


6. Now, you can make an inter-company Purchase or Sales Invoice. 


5. | Under the Make button dropdown, you will find a link Inter Company Invoice, on clicking the link, you will be routed to a new 


Purchase Invoice form page. 


6. Here, the supplier and company will be auto-fetched depending on the company you selected in the Sales Invoice. > Remember: 


There can only be a single Internal Supplier or Customer per company. 


7. Submit the invoice, done! Now, both the invoices are inter-linked. A/so, on canceling any of the invoices, the link will break as 


well. 


Note: An Inter-Company invoice will only affect the accounting ledger and not the stock ledger. This is because the companies belong to 


the same group of companies. 


You can follow the same process to create a Purchase Invoice and then an inter-linked Sales Invoice from the submitted Purchase Invoice. 


< 


Help v BS 


Cancel 
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BILLING- CREDIT NOTE 


goods returned by the buyer. 


1. How to make a Credit Note_ 


Note that to create a Credit Note, the invoice must be paid using a Payment Entry. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00008 


= Syscolnc. - unpaia 


‘ Payment Entr' + Timesheet + 
Attach File + i ui 
Payment Request Delivery Note + 
vw Reviews 
+ Journal Entry + Sales Order 
Invoice Discounting + POS Invoice + 
& Shared With 
Dunning + 
+ 
® Tags Subscription 
Add a tag Auto Repeat + 
0-Q0 FOLLOW Customer 
Sysco Inc. 


You edited this 


pee taeee Include Payment (POS) 


You created this 


22 hours ago Is Return (Credit Note) 


2. The Customer and Item details will be fetched as set in the Sales Invoice. 


4. Save and Submit. 


B > Accounting > Sales Invoice >» new-sales-invoice-1 
= New Sales Invoice - Noi savec 


Series * 


ACC-SINV-.YYYY.- ce 


Customer 


Sysco Inc. 


Include Payment (POS) 


Is Return (Credit Note) 


Update Billed Amount in Sales Order 


Accounting Dimensions ~v 


Customer PO Details ~ 


1. Goto the respective Sales Invoice and click on Create > Return / Credit Note. 


Q Search or type a command (Ctrl + G) 


View : 


Payment 


Return / Credit Note 


Delivery 


Sale 


Payment Request 


Invoice Discounting 


Maintenance Schedule 


Subscription 


Date * 


04-18-2021 


Posting Time 
19:47:37 

America/Adak 

Payment Due Date * 


05-18-2021 


3. If the Customer had paid partially or fully, make a Payment Entry against the original Sales Invoice. 


Q Search or type a command (Ctrl + G) 


Date * 


04-19-2021 


Posting Time 
18:08:23 


America/Adak 
Edit Posting Date and Time 


Payment Due Date 


Return Against 


ACC-SINV-2021-00008 


A Credit Note is a document sent by a seller to the Customer, notifying that a credit has been made to their account against the 


A Credit Note is issued for the value of goods returned by the Customer, it may be less than or equal to the total amount of the order. 


The user can make a Credit Note against the Sales Invoice or they can directly make Credit Note from the Sales Invoice without reference. 


Gi Helpy BS 


eo - Cancel 


Gi Helpy BS 


MAN ENERGY = 97 = 
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The Item quantity and Payment amount will be negative since it's a return. 

1.1 How does Credit Note affect ledger 

Once a Payment Entry is created against the original Sales Invoice, the amount will be added to the Customer's account in negative so that 
the next time they make a purchase, this amount will be adjusted. 


This is how the ledger is affected after a payment entry against a returned invoice: 


B > Accounting Q Search or type a command (Ctrl + G) Gg Help» BS 
General Ledger SetChart CreateCard G 
Unico Plastics Inc. Finance Book 04-19-2021 04-19-2021 Account ACC-SINV-2021-00010 


Group by Voucher (Consol rency =} Cost Ce 


Business Ur Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 

1 Opening 0.000 0.000 0.000 

2 04-19-20... Debtors - UP 37,187.500 0.000 37,187.500 Sales Invoice ACC-SINV-2021-00010 Sales - UP Customer Sysco Inc. 
3 04-19-20... Sales - UP 0.000 35,000.000 2,187.500 Sales Invoice ACC-SINV-2021-00010 Sysco Inc. 

4 04-19-20... ST 6.25% - UP 0.000 2,187.500 0.000 Sales Invoice ACC-SINV-2021-00010 Sysco Inc. 

5 Total 37,187.500 37,187.500 0.000 

6 Closing (Opening + Total) 37,187.500 37,187.500 0.000 

For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.014285 sec 


Refer the Sales Invoice page for any other details. 

1.2 No payment was made against Sales Invoice_ 

In case no payment was made against the original invoice, you could just cancel the Sales Invoice. But, if only 5 out of 10 Items are being 
returned from an invoice, creating a Credit Note is useful for updating the ledger. 

2. Example_ 

Customer Rohan had purchased PVC pipes worth Rs 300 + taxes and at the time of delivery, Customer found that the products were 
damaged. Now Rohan has returned the product a Credit Note will be issued. 


Credit Note with payment entry in ERP for above example is as below: 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00010 Q Q Search or type a command (Ctrl + G) G Help» BS 


= Sysco Inc. + Unpaid View > <]L> | ay = Cancel 


& Assigned To 
Connections ~ 


+ 
BS Payment Reference Returns 
@ Attachments 
Payment Entr Timesheet ae Sales Invoice ar 
Attach File + “h 8 te ca 
Payment Request Delivery Note + 
vw Reviews 
. Journal Entry + Sales Order 
Invoice Discounting an POS Invoice + 
& Shared With 
Dunning “+ 
+ 
® Tags Subscription 
Add a tag Auto Repeat + 
0-Q0 FOLLOW 


Customer Date * 
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BILLING- DEBIT NOTE 


A Debit Note is a document sent by a buyer to the Supplier notifying that a debit has been recorded against the goods returned to 


the Supplier. 


A Debit Note is issued for the value of the goods returned. In some cases, sellers are seen sending Debit Notes which should be treated as 
like another invoice. 
A Debit is for your record of the debit against the Items your return. 


1. How to create Debit Note_ 


The user can make a Debit Note against the Purchase Invoice or they can directly make Debit Note from the Purchase Invoice without 


reference. 


1. Goto the respective Purchase Invoice and click on Create > Return / Debit Note. 


B >» Accounting > Purchase Invoice >» ACC-PINV-2021-00006 Q Search or type a command (Ctri + G) GsHelp~—s BS 
= Apple Inc. - overdue View > < > ee Cancel 
Block Invoice 
& Assigned To 
+ Connections ~ Payment 
MB catachinenta Payment Reference Retur} Return / Debit Note 
Payment Entr + Purchase Order Pure 
Attach File + v y Subscription 
Payment Request Purchase Receipt 
vy Reviews Payment Request 
+ Journal Entry + Asset + 


Landed Cost Voucher + 
8 Shared With 


+ Subscription 
Auto Repeat + 

® Tags 
Add a tag 

Supplier * Date * 

0-Q0 FOLLOW Apple Inc. 04-19-2021 

Taxtd Posting Time 
You edited this 
just now ayy 
You created this Asanealidel 
just now Due Date 


2. The Supplier and Item details will be fetched as set in the Purchase Invoice. 


3. If you had paid partially or fully, make a Payment Entry against the original Purchase Invoice. 


4. Save and Submit. 
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B > Accounting 


2. Example_ 


= New Purchase Invoice 


* Not Saved 


Series * 


ACC-PINV-.YYYY.- 


Supplier * 


Apple Inc. 


Tax Id 


Due Date 


04-19-2021 


B > Accounting >» Purchase Invoice > new-purchase-invoice-2 


Accounting Dimensions ~ 


Supplier Invoice Details ~ 


1.1 How does Debit Note affect ledger_ 


General Ledger 


Unico Plastics Inc. Finance Book 


Consider Accounting 


The other steps are similar to a Purchase Invoice. 


04-19-2021 


The Debit Note will reverse the impact of the purchase invoice. 


04-19-2021 


Group by Voucher (Consdl Currency 


Show Opening Entries 


Dimensions 
Posting ... Account Debit (USD) — Credit (US... 
1 Opening 0.000 0.000 
2 04-19-20... Creditors - UP 3,187.500 0.000 
3 04-19-20... Electronic Equipments - ... 0.000 3,000.000 
4 04-19-20... ST 6.25% - UP 0.000 187.500 
5 Total 3,187.500 3,187.500 
6 Closing (Opening + Total) 3,187.500 3,187.500 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


Refer the Purchase Invoice page for any other details. 


1.2 No payment was made against Sales Invoice_ 


Balance (USD) 


0.000 
3,187.500 
187.500 
0.000 
0.000 


0.000 


returned from an invoice, creating a Debit Note is useful for updating the ledger. 


damaged. Now you returned the product a Debit Note will be issued. 


Debit Note with payment entry in ERP for above example is as below: 


Include Default Book Entries 


Voucher Type 


Purchase Invoice 


Purchase Invoice 


Purchase Invoice 


Q Search or type a command (Ctrl + G) 


Date * 


04-19-2021 


Posting Time 
18:31:13 
America/Adak 
Edit Posting Date and Time 
Is Paid 
Is Return (Debit Note) 


Apply Tax Withholding Amount 


Q Search or type a command (Ctrl + G) 


Voucher No 


ACC-PINV-2021-00007 


ACC-PINV-2021-00007 


ACC-PINV-2021-00007 


Create Card 


Show Cancelled Entries 


Against Acco... 


Electronic Equi... 


Apple Inc. 


Apple Inc. 


In case no payment was made against the original invoice, you could just cancel the Sales Invoice. But, if only 5 out of 10 Items are being 


From Supplier Blue Mills, you had purchased Cotton worth Rs 2400 + taxes and at the time of delivery, you found that the products were 


Get Items From | save | 


a Help» BS 
Set Chart SG 
ACC-PINV-2021-00007 
Party Type Party 
Supplier Apple Inc. 
Execution Time: 0.014613 sec 
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B > Accounting > Purchase Invoice >» ACC-PINV-2021-00006 Q Search or type a command (Ctrl + G) G | Hep» Bs 
= Appleinc. - ea View Create: < >» @ Cancel 
Ls 
&, Assigned To 
2 Connections ~ 
@ Attachments Payment Reference Returns 
Payment Entr) Purchase Order Purchase Invoice 
Attach File + i) yu be : bi iA a 
Payment Request Purchase Receipt 
w Reviews 
5 @ JournalEntry + Asset + 
Landed Cost Voucher + 
& Shared With 
+ Subscription 
Auto Repeat + 
® Tags 
Add a tag... 
Supplier * Date * 
90-Q0 FOLLOW Apple Inc. 04-19-2021 
48_btt 5 


mAN ENERGY 


- 201 - 
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BILLING- CREDIT LIMIT 


Credit Limit is the maximum amount of credit you are willing to offer to a Customer. 
A Credit Limit is the maximum amount of credit that a financial institution or other lender will extend to a debtor for a particular line of 
credit. From a customer’ s perspective, it is the maximum amount of goods or services they can get without paying money upfront. 
You can set the Credit Limit in Customer, Customer Group, and in the Company. When a Sales Order or a Sales Invoice is submitted, the 
Credit Limit will be checked. 
The order of precedence for checking Credit Limit is as follows: 
e@ = Credit Limit set in Customer 
@ = Credit Limit set in Customer Group 
e@ = Credit Limit set in Company 
1. How to Set Credit Limit_ 
1. Go to: Selling > Sales > Customer > Customer. 
2. Under Credit Limit and Payment Terms section, set the Credit Limit. 
3. If you leave the Credit Limit as the default, i.e., 0, it has no effect. 


4. Save. 


B > Selling > Customer > Orange Inc Q Search or type a command (Ctrl + G) a Helpy BS 


Orange Inc. + Enabled Accounting Ledger Accounts Receivable Create : < > 8 


Credit Limit and Payment Terms «~ 


Default Payment Terms Template 


50-50 
Credit Limit 
No Company Credit Limit B 
1 Unico Plastics Inc. $ 50,000.00 @ Edit 
Add Row 


2. Features_ 
2.1 Credit Controller_ 
You can allow users with a specific role to override the Credit Limit validation and submit a Sales Order or Sales Invoice even when a 
Customer's Credit Limit is fully utilized. 
To set the Credit Controller role: 
1. Goto: Accounting > Settings > Accounts Settings 


2. Set the role in Credit Controller field. 
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B > Accounting > Accounts Settings Q Search or type a command (Ctri + G) G Help v BS 


= Accounts Settings 


& Assigned To 


+ Books Closed Through Credit Manager 
Sales Manager 
@ Attachments Accounting entries are frozen up to this date. Nobody can create or modify entries This role is allowed to submit transactions that exceed credit limits 
Attach File + except users with the role specified below 


Check Supplier Invoice Number Uniqueness 


, Role Allowed to Close Books & Make Changes to Closed Periods 
vy Reviews Make Payment via Journal Entry 


+ : : ; 
Users with this role are allowed to set frozen accounts and create / modify Unlink Payment on Cancellation of Invoice 


accounting entries against frozen accounts 


& Shared With Unlink Advance Payment on Cancellation of Order 


+ Determine Address Tax Category From 
Book Asset Depreciation Entry Automatically 
Billing Address $ 


Automatically Add Taxes and Charges from Item Tax Template 
Address used to determine Tax Category in transactions 


90-Q0 FOLLOW — _) Automatically Fetch Payment Terms 
Over Billing Allowance (%) 
0.00 Delete Accounting and Stock Ledger Entries on deletion of Transaction 
You edited this 
just now The percentage you are allowed to bill more against the amount ordered. For 
example, if the order value is $100 for an item and tolerance is set as 10%, then you 
Administrator created this are allowed to bill up to $110 


5 days ago 


2.2 Bypass Credit Limit Check for Sales Order_ 
For specific customers, you can set the credit limit to be checked against the cumulative amount of the outstanding sales invoices and not 
the sales orders. You can do so by ticking ‘Bypass credit limit check at Sales Order’ checkbox in ‘Credit Limit and Payment Terms’ section of 


the customer. 


Editing Row #1 Insert Below Insert Above ) Duplicate Move wv 


Company Credit Limit 


Unico Plastics Inc. 50,000.00 


Bypass Credit Limit Check at Sales Order 


@ Shortcuts: cCtri+Up . Ctrl+Down . Insert Below 


2.3 Credit Limit for Customer Groups_ 
To set Credit Limit at Customer Group Level: 
1. Goto Selling > Customers > Customer Group. 
2. Open the Customer Group and set the Credit Limit. 
2.4 Credit Limit for Company_ 
On setting Credit Limit at the Company level, all the Customers will have this Credit Limit applied globally. 
To set Credit Limit at Company level: 
1. Goto Accounting > Masters and Accounts > Company. 


2. Open the Company and set the Credit Limit. 
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TAXES-_ ITEM TAX TEMPLATE 


Item Tax Template is useful for item wise taxation. 

f some of your Items have tax rates different from the standard tax rate assigned in the Taxes and Charges table, then you can create an 
tem Tax Template and assign it to an Item or Item Group. The rate assigned in the Item Tax Template will get preference over the standard 
ax rate assigned in the Taxes and Charges table. 

For example, if tax GST 18% is added in the Taxes and Charges table in Sales Order, then it will be applied on all the items in that Sales Order. 
However, if you need to have different tax rate applied on some of the items, the steps are given below 

To access the Item Tax Template list, go to 

Home > Accounting > Taxes > Item Tax Template 


Let's assume that we are creating a Sales Order. We have the Sales Taxes and Charges Template master for GST 9%. Out of all the Sales 


tems, on one Item, only 5% GST will be applied, while another item is exempted from tax (non taxable). You need to select the Account 
Head of the tax and set its overriding rate. 


1. Prerequisites" 


Before creating and using an Item Tax Template, it is advised to create the following first: 

1. Item 

2. — Enable ‘Automatically add Taxes and Charges from Item Tax Template’ in Account Settings 
2. How to create an Item Tax Template_ 


1. Goto the Item Tax Template list and click on New. 


2. Enter a title for the Item Tax Template. 
3 Select an account and set the overriding rate. Add more rows if required. 
4. Save. 


Now the Item Tax Template is ready to be assigned to an Item. To do this, go the Item, Item Tax section and select an Item Tax Template: 


B > Stock > Item > PETE Q Search or type a command (Ctri + G) G Help v BS 


PETE  - Enabied View < Duplicate < > =] 


Item Tax « 


Taxes 


so apply for variants 


No tem Tax Template Tax C 


gory Valid From 
1 Reduced Tax Rates - UP 01-01-2021 @ Edit 


Add Row 


Inspection Criteria ~ 


Manufacturing ~ 


Supply Raw Materials for Purchase 


Note: It is advised to not use the Sales/Purchase Template selected here in Tax Rule, it may cause interference. If you want to use same tax 
rates for Tax Rule and Item Tax Template, use a different name for the Sales/Purchase Tax Templates. 

2.1 Mention Tax Applicable in the Item master_ 

Tax templates are preset with values. For items which have a different tax rate than the others, you need to change it in the Item master. 
Go to the tax table in the Item, add a row, select the tax type and change the rate. Now, this new rate will over ride the template when 


creating an order/invoice. For example, in the below screenshot you can see that the tax rate is set as 5 and that's the rate which will be 
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applied in transactions. 


B > Accounting > Item Tax Template >» Reduced Tax Rates - UP Q Search or type a command (Ctrl + G) G Help v BS 


= Reduced Tax Rates « > 8 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Title * 


Reduced Tax Rates 
vw Reviews 


+ Company * 


Unico Plastics Inc. 
& Shared With 


+ Tax Rates 
No Tax Tax Rate 
® Tags 
Add a tag... 1 ST 6.25% - UP 3 @ Edit 
Add Row 
o- a Follow 


For the Item which is exempted from tax entirely, mention 0% as tax rate in the Item master. 


B > Accounting > Item Tax Template > Tax Exempted - UP Q Search or type a command (Ctrl + G) Ga Helpy BS 


= Tax Exempted « > 8 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Title * 
Tax Exempted 
ve Reviews 
+ Company * 


Unico Plastics Inc. 
& Shared With 


+ Tax Rates 
No Tax Tax Rate 
® Tags 
Add a tag 1 ST 6.25% - UP 0 @ Edit 
Add Row 


tithe a enriow 


Note: For Item Tax Template to work, you need to ensure that the tax types (accounts) set in Item Tax Template (with changed tax rates) 
are present in the Sales Taxes and Charges Template. 

If you want to include multiple items with different tax rates, you need to have record them under different tax heads. For example, VAT 
14%, VAT 5% etc. 

2.2 Tax Calculation in transaction_ 

In sales transactions like Quotation, Sales Order, and Sales Invoice the taxes on items are calculated as per the Sales Taxes and Charges 
Template selected. However, if some items have an Item Tax Template linked, then the taxes are calculated on those items as per the rates 
mentioned in the Item Tax Template instead of the rates mentioned in the Sales Taxes and Charges Template. 

For example, in the following screenshot, you can see that taxes are calculated at 3% even though the rate as per Sales Taxes and Charges 


Template is 6.25%. 
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B > Accounting > Sales Invoice » ACC-SINV-2021-00012 Q Search or type a command (Ctrl + G) Gis Help» ~=—sBS 


= Orange Inc. - drat GetitemsFrom> << > @ = ED 


Sales Taxes and Charges Template 


US ST 6.25% - UP Tax Category 


Sales Taxes and Charges 


No. Type Account Head Amount Total 


1 On Net Total ST 6.25% - UP $ 90.00 $ 3,090.00 @ Edit 


Add Row 


Tax Breakup “«~ 


Taxes and Charges Calculation 


Item Taxable Amount ST 6.25% @6.25 


PETE - Domestic $ 3,000.00 (3.0%) $ 90.00 


2.3 Item Tax Template for each Items_ 
You can also manually select a different Item Tax Template for each Item in a transaction: 


Price List Rate (Company Currency) 


$ 3,000.00 


Discount and Margin ~ 


Rate * Rate (Company Currency) * 
3,000.00 $ 3,000.00 

Amount * Amount (Company Currency) * 
$ 3,000.00 $ 3,000.00 


Item Tax Template Is Free Item 


Reduced Tax Rates - UP 


Filters applied for tem Code = PETE - Domestic, Valid From <= 2... Net Rate (Company Currency) 


$ 3,000.00 
+ Create a new Item Tax Template 


Net Amount (Company Currency) 


Q Advanced Search 
$ 3,000.00 


Incoming Rate 


$ 0.00 


2.4 Item wise tax on an Item Group_ 
You can assign the Item Tax Template to an Item Group by modifying the Item Tax table in the Item Tax section within the Item Group 


document. 
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B > Stock > Item Group > Raw Material 


= Raw Material 
new ey 

Item Tax 

0-Qo0 FOLLOW Taxes 
No Item Tax Template 

You edited this 
just now 1 Reduced Tax Rates - UP 
Administrator created this Add Row 
6 days ago 

Website Settings 


Show in Website 


Check this if you want to show in website 


Weightage 


0 


Title 


Item Tax Template assigned to it. 


2.5 Validity of Item Taxes_ 


B > Stock > Item > PETE 


= PETE - Enabled 


Item Tax 
Taxes 
Will also apply for variants 
No Item Tax Template 
1 Reduced Tax Rates - UP 
Add Row 


Inspection Criteria ~ 


Manufacturing ~ 


Supply Raw Materials for Purchase 


If subcontracted to a vendor 


fetched. 


valid Item Tax Template. 


2.6 Some points to note_ 


Tax Category 


Item Tax Template applied on an Item Group will apply to all Items in that group unless an individual Item in the Item Group has its own 


Tax Category 


You can also assign validity to tax templates as shown in the image above. 
e Based on the posting date of the transaction, a valid tax template will be automatically fetched. 
e If there are more than one valid tax templates then the first valid tax template from Item Tax table will be fetched. 


e In case when there are no valid tax templates then the first tax template with no ‘Valid From’ date in the Item Tax table will be 


Note: While adding items in Purchase Invoice first preference will be given to ‘Supplier Invoice Date’ instead of ‘Posting Date' for fetching 


e If you set the Tax Category as empty, the default Item Tax Template will be applied to Items in transactions. 


e  =You can apply different Item Tax Templates for different Tax Categories. 


Q Search or type a command (Ctrl + G) G Help v BS 


Item Group Tree _— Items < > 86 


Valid From 


01-01-2021 @ Edit 


Q Search or type a command (Ctri + G) G Help v BS 


View > Duplicate < > 8B | save | 


Valid From 


01-01-2021 @ Edit 
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e For an Item Tax Template to override taxes, there must be a row in the Taxes and Charges table with the same tax Account Head 


with a standard tax rate. 


e If you wish to apply taxes only on the Items with an Item Tax Template then you can set the standard tax rate as 0. 


TAXES-_ TAX WITHHOLDING CATEGORY 


Tax Withholding Category is Tax Deducted at Source. 
According to this, a person responsible for making payments is required to deduct tax at source at prescribed rates. Instead of receiving tax 
on your income from you at a later date, the govt wants the payers to deduct tax beforehand and deposit it with the government. 
To access the Tax Withholding Category list, go to: 
Home > Accounting > Taxes > Tax Withholding Category 
1. Prerequisites" 
Before creating and using a Tax Withholding Category, it is advised to create the following first: 
1. Supplier 
2. Customer 
2. How to create a Tax Withholding Category 
In ERP, Tax Withholding Categories for most cases are available by default, however, you can create more if needed. 
1. Goto the Tax Withholding Category list and click on New. 


2. Enter a unique name, eg: Section 194C Individual. 


3. Enter a Category Name (Dividends, Professional Fees, etc,.). 
4. Enter a Tax Withholding Rate against a Fiscal Year. 
5. You can set the threshold for a single invoice or sum of all invoices. 
6. Select an account against your Company to which tax will be credited. 
7. Add more companies and accounts as needed. 
8. Save. 
B > Accounting > Tax Withholding Category >» TDS - 194J - Professional Fees - Company Q Search or type a command (Ctrl + G) Gi Help» BS 
TDS - 194J - Professional Fees - Company « > 8 


@ Attachments 


Attach File + Category Name 
Professional Fees 
vw Reviews 
+ 
4 Shared With " 2 
aoe tae Tax Withholding Rates 
+ 
Rates 
e 
iregs No Fiscal Year Tax Withholding Rate Single Transaction Threshold Cumulative Transaction Threshold 
Add a tag 
1 2021-2022 10 % 30,000.00 % 30,000.00 @ Edit 
Add Row 
O- te) FOLLOW 
vou edited tris Account Details 
just now 
You created this Accounts 


6 days ago 
No Company Account 


1 Unico Plastics Inc. TDS - UP 2 Edit 


Under accounting details, the TDS account is added for each Company in the system. 
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2.1 Assigning Tax Withholding to Supplier_ 


After saving, it can be assigned to a Supplier: 


B > Buying > Supplier > Kirkland and Watkins Q Search or type a command (Ctrl + G) G Help v BS 
= Kirkland and Watkins: Enabiea View : Create : < >a 
& Shared With Name and Type 
+ 
Supplier Name * Supplier Group * 
Tags Kirkland and Watking Services 
Add a tag 
Country Supplier Type * 
Company . 
Ol: 0 FOLLOW Default Company Bank Account GST Category @ 
Unregistered 
You edited this 
puat now Tax ID PAN 
You created this 
just now 
Is IRS 1099 reporting required for supplier? Print Language 
Tax Category en 


Allow Purchase Invoice Creation Without Purchase Order 


Tax Withholding Category Allow Purchase Invoice Creation Without Purchase Receipt 
TDS - 194J - Professional Fees - Company Disabled 


Is Transporter Warn RFQs 


2.2 How does the threshold work?_ 
Consider a Supplier on whom a Tax Withholding Category is applied. 
For example, let's say a rate of 5% will be applicable on invoice where Single threshold is 20,000 and the Cumulative threshold is 30,000. If 
an invoice is created with a grand total of 20,000 then the single threshold will be triggered and a 5% tax would be charged. 
But if the invoice amount totaled up to be 15,000 then no tax will be charged as it didn't cross the threshold. If again another invoice is 
created against the same supplier with a total of 15,000 then although it didn't cross the Single threshold, charges will be deducted since 
the sum of the last invoice and this invoice adds up to be 30,000 which is equal to the specified Cumulative threshold. 
3. Using Tax Withholding_ 
3.1 Use in Purchase Invoice_ 
In the following example, we have selected 'TDS - 194C - Individual’ which has a single threshold of 30,000, cumulative threshold of 1,00,000 
and rate of 1%. 

1. If the Supplier has the tax withholding field set, then upon selecting that Supplier, a checkbox will become visible in the Purchase 


Invoice to select whether to apply tax or not. 
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B > Accounting > Purchase Invoice >» new-purchase-invoice-1 


= New Purchase Invoice - Not Savec 


1; 


Series * 


PINV-.YY.- 


Supplier * 


Kirkland and Watkins 


Tax Id 


Due Date 


04-23-2021 


Tax Withholding Category 


TDS - 194J - Professional Fees - Company 


Accounting Dimensions ~ 


Q Search or type a command (Ctrl + G) G 


Get Items From > | save | 


Company 


“> 


Unico Plastics Inc. 


Date * 


04-23-2021 


Posting Time 
03:53:53 
America/Adak 
Edit Posting Date and Time 


Is Paid 


Is Return (Debit Note) 


© Apply Tax Withholding Amount 


Let's create an invoice for 90,000. Saving the invoice automatically calculates tax and appends it in the taxes table. 


B > Accounting >» Purchase Invoice >» ACC-PINV-2021-00008 


= Kirkland and Watkins - drat. 


2: 


Tax Category 


Purchase Taxes and Charges Template 


US ST 6.25% - UP 


Purchase Taxes and Charges 
No. Type 


1 On Net Total 


Add Row 


Q Search or type a command (Ctrl + G) G 
Create > Get Items From > < > 8 
Total (USD) 
$ 90,000.00 
Shipping Rule 
Account Head Rate Amount Total 
ST 6.25% - UP 6.250 $ 5,625.00 $ 95,625.00 


Tax Withheld - Payabl... $ 9,000.00 $ 86,625.00 


To see the effect of Cumulative threshold, let's create an invoice with of amount 10,000 and submit it. 


@ Edit 
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B > Accounting > Purchase Invoice » ACC-PINV-2021-00009 Q Search or type a command (Ctrl + G) a Help v BS 


= Kirkland and Watkins - pratt Create:  GetitemsFrom > << > @ 
Total Quantity Total Net Weight 
1 0 


Total (USD) 


$ 10,000.00 


Tax Category Shipping Rule 


Purchase Taxes and Charges Template 


US ST 6.25% - UP 


Purchase Taxes and Charges 


No Type Account Head Rate Amount Total 
1 On Net Total ST 6.25% - UP 6.250 $ 625.00 $ 10,625.00 ? Edit 
2 Actual Tax Withheld - Payabl... 0 $ 1,000.00 $ 9,625.00 @ Edit 


Although the invoice amount didn't cross the Single threshold (30,000), we see that tax has been charged. This is because the previous and 
the current invoice adds up to be 1,10,000 which exceeds the Cumulative threshold. Hence, tax based on the rate provided in the Tax 
Withholding Category is applied accordingly. 
Note: On submitting the invoice, three GL Entries are created: 

1. First for debit from the expense head 

2. Second for credit in Creditors account 

3. Third for credit in the account selected in Tax Withholding Category. 
3.2 Deducting Tax at source on Advances_ 
3.2.1 Deduction Advance TDS against Purchase Order_ 

1. Set up Tax Withholding Category against supplier and make a Purchase Order against the supplier. One point to remeber here 

is not to check "Apply Tax Withholding" check in the PO as the PO has to generated for the full amount 
2. Create Payment Entry against that Purchase Order, In the Taxes and Charges section enable "Apply Tax Withholding" and enter 


other details and then save and submit the entry. 


B > Accounting >» Payment Entry > PE-00219 Q Search or type a command (Ctrl + G) at Help v A 
= Unico Enterprises - pratt <)f>\felf- 


Taxes and Charges ~ 


Taxes and Charges Template Apply Tax Withholding Amount Tax Withholding Category * 


TDS - 194 - Dividends - Company 


Advance Taxes and Charges 


No. Type Account Head Rate Amount Total &} 
1 Actual TDS Payable - GTPL i} % 500.00 % 4,500.00 ? Edit 
Add Row 


Total Taxes and Charges (INR) 


= -500.00 


3. Create a Purchase Invoice against this order and enable "Set Advances and Allocate(FIFO)" so that payment linked to the 
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corresponsing order is automatically applied. No Tax will be withheld in the Purchase Invoice if the Tax paid on advance in more 
than or equal to the tax amount in Invoice. Tax Will be withheld only for the excess amount if applicable. 


3.2.2 Deducting TDS against advances paid (Using Payment Entry) 


- 


Select "Payment Type" as "Pay" 

2 Select "Party Type" as "Supplier" and the appropriate supplier 

3 Enter paid amount, paid amount should be the amount before TDS deduction 

4 Under the Taxes and Charges section check "Apply Tax Withholding Amount" and select Tax Withholding Category 
5. — Click on Save. TDS will be auto applied 

6. Submit the entry 

7. Same will also be visible in TDS payable monthly report 

3.3 Setting up TCS - Section 20C(1H) for eligible customers_ 


In the following example, we have create a Tax Withholding Category for TCS - Section 20C(1H) and set it up against an eligble customer. 


1. Wewill first create a Tax Withholding Category named TCS - Section 20C(1H) and we set cumulative threshold to 50 Lakhs as 


per the scheme. 


B > Accounting >» Tax Withholding Category > TCS - Section 20C(1H) Q Search or type a command (Ctrl + G) a Help v BS 


= TCS - Section 20C(1H) <|l>]/@ 


&. Assigned To 


+ Connections ~ 


@ Attachments 
Attach File + Category Name 


TCS - Section 20C(1H) 
vy Reviews 


+ 
83 Shared With ‘ ; 

lhl Tax Withholding Rates 

+ 

Rates 
® Tags . a . in s =! a aes a 
No. Fiscal Year Tax Withholding Rate Single Transaction Threshold Cumulative Transaction Threshold 
Add a tag 
1 2021 0.075 $0.00 $5,000,000.00 4 Edit 
Add Row 
O- 0 FOLLOW 

You edited this 


Account Details 


Accounts 


1. If a Customer is expected to crosses the sales threshold of 50 Lakh in current Fiscal Year, then we can set the Tax Withholding 
Category of the customer to TCS - Section 20C(1H) for automatically calculation TCS on sale of goods against the customer's 


invoices. 
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B > Selling >» Customer > Orange Inc 


= Orange Inc. - Enabiea 


+ 
Full Name * 
Tags Orange Inc. 
Add a tag 
Type * 
Company 
0-Qo FOLLOW PAN 


You edited this 


4 hours ago Tax Withholding Category 


You created this 


TCS - Section 20C(1H) 


11 hours ago 


Default Company Bank Account 


From Lead 


in the taxes table. 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00013 


= Orange Inc. - drat 


Sales Taxes and Charges 


No Type 
1 Actual 
Add Row 


Tax Breakup ~ 


Taxes and Charges Calculation 


Item 


Consulting Services 


threshold i.e 0.075 % of 10 Lakhs. 


3.4 Advanced options in Tax Withholding Category_ 


Accounting Ledger Accounts Receivable Create < < > @ 


© 


Account Head 


Tax Withheld - Payabl... 


Taxable Amount 


Q Search or type a command (Ctrl + G) G Help v BS 


Account Manager 


Customer Group * 


All Customer Groups 


Territory * 


All Territories 


Tax ID 


Tax Category 


Allow Sales Invoice Creation Without Sales Order 
Allow Sales Invoice Creation Without Delivery Note 
Disabled 

Is Internal Customer 


Is customer exempted from sales tax? 


2. Let's create an invoice for 50 Lakhs against the eligible customer. Saving the invoice automatically calculates tax and appends it 


Q Search or type a command (Ctrl + G) G Help v BS 
Get Items From : < >| Bais Submit 
Rate Amount Total 
0 $ 750.00 $ 6,000,750.00 @ Edit 


TCS - Section 20C(1H) 


$ 6,000,000.00 $750.00 


Since the invoice cross the Cumulative threshold (50 Lakhs), we see that tax has been charged. Hence, tax based on the rate provided in 


the Tax Withholding Category is applied accordingly. Note that, as per the scheme, the TCS is calculated on the amount exceeding the 
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B > Accounting > Tax Withholding Category > TDS Payable Sec 194Q @ 0.10% Q Search or type a command (Ctrl + G) ra Help v A 
= TDS Payable Sec 194Q @ 0.10% <)> 8) 


& Assigned To 


ae Connections ~ 


@ Attachments 


Attach File + Category Details 
vy Reviews Category Name Consider Entire Party Ledger Amount 
+ Even invoices with apply tax withholding unchecked will be considered for checking 
cumulative threshold breach 
& Shared With Round Off Tax Amount Only Deduct Tax On Excess Amount 
+ Checking this will round off the tax amount to the nearest integrsina og daxlamount Tax will be withheld only for amount exceeding the cumulative threshold 
® Tags 
Add a tag .. i, ., 
ee) Tax Withholding Rates 
Rates 
710 @)0 FOLLOW No. Fiscal Year Tax Withholding Rate Single Transaction Threshold Cumulative Transaction Threshold 
i 2021-22 0.10 = 0.00 % 5,000,000.00 @ Edit 
You edited this 
3 weeks ago Add Row 
You created this 
3 weeks ago 
Account Details 
Accounts 
No. Company Account 


1. Consider Entire Party Ledger Amount: In many situations threshold has to be calculated on the entire party ledger amount 
instead of the sum of the net total of specific invoices. On enabling this check cumulative threshold will be checked against the 
sum of the grand total of all the invoices against a particular Supplier/Customer. 

2. Only Deduct Tax On Excess Amount: On enabling this tax will be deducted only on the amount exceeding the threshold and 
not the entire amount. For example, if the cumulative threshold is 50000 and if the cumulative amount goes till 52000 the tax will 
be applied only on 2000 and not the entire 52000. 

3. Round Off Tax Amount: Enabling this check will round off the calculated tax amount to the nearest integer value (Normal 


Rounding Method) 


TAXES- TAX RULE 


A Tax Rule automatically applies taxes to transactions based on preset rules. 

You can define which Tax Template must be applied on a Sales / Purchase transaction using Tax Rule. This is decided by various factors like 
Customer, Customer Group, Supplier, Supplier Group, Item, Item Group or a combination of these. 

To access the Tax Rule list, go to: 

Home > Accounting > Taxes > Tax Rule 

1. Prerequisites" 

Before creating and using a Tax Rule, it is advised to create the following first: 


1. Sales Taxes and Charges Template 


Or 


2. Purchase Taxes and Charges Template 


2. How to create a Tax Rule_ 
1. Goto the Tax Rule list and click on New. 


2. Under Tax Type select whether the tax will be applied at Sales or Purchase. 
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3. Select the Tax Template to be applied. 


4. Save. 
B > Accounting > Tax Rule >» ACC-TAX-RULE-2021-00001 Q Search or type a command (Ctrl + G) ray 
ACC-TAX-RULE-2021-00001 <)>) 6 
& Assigned To 
n Tax Type Sales Tax Template * 


Sales 3 90274 - UP 


@ Attachments 


Use for Shopping Cart 


Attach File + 
vy Reviews 
+ Filters 
2, Shared With Customer Customer Group 
+ 
= Item Item Group 
® Tags 
Add a tag 
Billing City Shipping City 
Malibu 
Oo: 0 FOLLOW 
Billing County Shipping County 
You edited this 
1 minute ago 
Billing State Shipping State 


You created this 


You can list Items online using the Website module. Selecting 'Use for Shopping Cart’ will use this Tax Rule for Shopping Cart transactions 
also. To know more, visit the Shopping Cart page. 

Note: It is advised to not use the Sales/Purchase Template selected here in Item Tax Template, it may cause interference. If you want to use 
same tax rates for Tax Rule and Item Tax Template, use a different name for the Sales/Purchase Tax Templates. 

3. Features_ 

3.1 Auto applying Tax Rule based on Customer/Supplier_ 

Select a Customer/Supplier if tax is to be applied for a specific party. Leave it as All Customer Groups/All Supplier Groups if this Tax Rule is 
applicable to all Customers/Suppliers. 

On selecting a Customer/Supplier their Billing and Shipping addresses will be fetched if saved in the Customer/Supplier master. 

3.2 Auto applying Tax Rule based on Item / Item Group_ 

On setting an Item or Item group in the Tax Rule, this Tax Rule will automatically be applied to new transactions that have the selected 
Item/Item Group. 

3.3 Setting a Tax Category. 

Setting a Tax Category allows applying multiple Tax Rules to a transaction based on different factors. To know more, visit the Tax 
Category page. 

3.4 Validity 

Set a Start and End Date if the tax is to be applied only for a specified period. Leaving both dates blank will result in the Tax Rule to have 
no time limits. 

3.5 Priority 

Setting a priority number here will decide on which order a Tax Rule will be applied in case multiple Tax Rules have similar criteria. '1' is the 
highest priority, '2' has lesser priority and so on. 

4. How does Tax Rule Work?_ 

Let us configure Tax Rule so that system automatically applies specific tax rates when a specific condition matches. For example, if the city 
in the billing address of customer is 'Malibu' then a 6.25% of state tax, 1% of county tax and 2.25% of district tax should be applied. 


Create a Sales Taxes and Charges Template as shown below. 


Help -| BS 
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B > Accounting > Sales Taxes and Charges Template > 90274 - UP Q Search or type a command (Ctrl + G) Gg Help» BS 


= 90274 -UP -énabied <> eo ~ Fm 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Title * Company * 
90274 Unico Plastics Inc. 

vw Reviews 

+ Default Tax Category 
8 Shared With Dissbled 

+ 
Tags Sales Taxes and Charges 
Add a tag... * Will be calculated in the transaction. 

No. Type Account Head Amount Total 
1 On Net Total ST 6.25% - UP $0.00 $0.00 @ Edit 
0-Qo FOLLOW 


2 On Net Total LOS ANGELES COUNT... $0.00 $0.00 @ Edit 


You edited this 
31 minutes ago 3 On Net Total DISTRICT(S) - UP $0.00 $0.00 @ Edit 


You created this Add Row 
31 minutes ago 


Create a Tax Rule as shown below. 


B >» Accounting > Tax Rule > ACC-TAX-RULE-2021-00001 Q Search or type a command (Ctri + G) Gs Help» BS 


= ACC-TAX-RULE-2021-00001 <> @ 


& Assigned To 


Tax Type Sales Tax Template * 
+ 


Sales 


90274 - UP 


© 


@ Attachments 
Use for Shopping Cart 


Attach File + 
vy Reviews 
+ Filters 
& Shared With Customer Customer Group 
+ 
® Tags Item Item Group 
Add a tag... 
Billing City Shipping City 
Malibu 
270-Q0 FOLLOW 
Billing County Shipping County 
You edited this 
1 minute ago 
You created this Billing State Shipping State 


37 minutes ago 


Once you select a customer and a billing address of that customer with city as ‘Malibu’, system automatically applies the appropriate taxes. 
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B > Accounting > Sales Invoice > new-sales-invoice-1 Q Search or type a command (Ctri + G) Ga Help» BS 
= New Sales Invoice - Not savea Get Items From 2 save | 
Series * Date * 
ACC-SINV-.YYYY.- . 04-20-2021 
Customer Posting Time 


® 07:29:37 


Excellent GmbH America/Adak 


All Customer Groups, All Territories Edit Posting Date and Time 


Karthik Payment Due Date * 
All Customer Groups, All Territories ( } 
Orange Inc. 


All Customer Groups, All Territories 


Sysco Inc. 
All Customer Groups, All Territories 


Walk-in Customer 
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TAXES- TAX CATEGORY 


A Tax Category allows applying one or more Tax Rules to transactions based on various criteria. 
If you want to apply different kinds of taxes based on Tax Categories, create Tax Categories from: 
Home > Accounting > Taxes > Tax Category 
1. Prerequisites" 
Before creating and using a Tax Category, it is advised to create the following first: 
1. Tax Rule 
2. How does a Tax Category work. 
Creating a Tax Category is simple, go to the Tax Category list, click on New and enter a name. 
e =A Tax category can be linked to one or more Tax Rules. 
e = This Tax Category can be assigned to a Customer, so when that Customer is selected, the Tax Category will be fetched. This also 
applies in case of a Supplier. 
e This will fetch the Sales Tax Template linked to the Tax Rule. Hence, the rows in the Tax table will be automatically filled. 


e-Tax Category can be used to group Customers to whom same tax will be applied. For example, Government, NGO, commercial, 


etc. 
B >» Accounting > Tax Ras > ACC-TAX-RULE-2021-00001 Q Search or type a command (Ctrl + G) Ga Helpy BS 
Ls 
ACC-TAX-RULE-2021-00001 «> 6 - Bee 
2 Assigned To 
Tax Type Sales Tax Template * 
+ 
Sales . US ST 4% - UP 


2 Attachments 
Use for Shopping Cart 


Attach File * 
w Reviews 
- Filters 
@Q Shared With Customer Customer Group 
+ 
— Item Item Group 
> Tags 
Add a tag 
Billing City Shipping City 
Malibu 
O- te) FOLLOW 


Tip: One Tax Category can be assigned to multiple Tax Rules. So you can create different combinations to apply taxes automatically to 
transactions. 
3. Assigning Tax Category 
Tax Category is automatically determined in a transaction by either the Party Address or Party Master (Customer/Supplier). You can assign 
Tax Category based on: 
1. Customer 
2. Supplier 
3. Address Billing or Shipping. You can select whether Billing Address or Shipping Address gets preference by changing the 
‘Determine Address Tax Category From’ option in Accounts Settings. Tax Category is determined from Party Address first. If the 
Address is not assigned any Tax Category, then the Party's Tax Category is 


used. 
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& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 
+ 


® Tags 


Add a tag... 


You edited this 
just now 


You created this 
11 hours ago 


4. Item 


FOLLOW 


Categories in transactions. 


B > CRM > Address > Orange Inc.-Billing 


= Orange Inc.-Billing § - cnabiea 


Address Title 


Orange Inc. 


Address Type * 


Billing 


Address Line 1* 


Baker Street 


Address Line 2 


City/Town * 


Malibu 


County 


State/Province 


Country * 


4. What effect does the Tax Category have in a transaction?_ 


5. You can also manually select the Tax Category in a transaction. 


“> 


e@ = Specific Item Tax Templates for that Tax Category are automatically set for items. 


Q Search or type a command (Ctrl + G) a Help -| 


Links ¢ 


Email Address 


Phone 


Fax 


Tax Category 


Reduced Tax 


Preferred Billing Address 


Preferred Shipping Address 


Disabled 


e You can create Tax Rules to automatically set a specific Sales / Purchase Taxes and Charges Template based on different Tax 


«< > 8 
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1. 


2. 
3. 
4. 
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5. 


PRICING- PRICING RULE 


A Pricing Rule defines the discount/pricing rules that apply based on set conditions. 
A Pricing Rule has many options using which you can control the pricing of an Item. Filters like quantity, date, groups, and other conditions 
can be set. 

A Pricing Rule is somewhat similar to a Tax Rule. 

Following are the few cases which can be addressed using Pricing Rule: 


As per a promotional sale policy, if the Customer purchases more than 10 units of an item, he enjoys 20% discount. 


For Customer "XYZ", the selling price for the specific Item should be updated as ###. 


Items categorized under specific ltem Group have same selling or buying price. 


Customers belonging to specific Customer Group should get ### selling price, or % of Discount on Items. 


Supplier categorized under specific Supplier Group should have ### buying rate applied. 


To have Discount and Price List Rate for an Item auto-applied, create Pricing Rules for it. 
To access the Pricing Rule list, go to: 

Home > Accounting > Pricing Rule 

1. Prerequisites" 


Before creating and using a Pricing Rule, it is advisable to create the following first: 


Item 


Item Group 


Customer 


Supplier 


2. How to create a Pricing Rule_ 


Go to the Pricing Rule list and click on New. 
Set a title for the rule. 


Select what to Apply On from Item Code, Item Group, Brand, or Transaction. 


Select whether you want to apply Price discount or Product discount. If you want to give free products then select the product 


discount. 


B > Accounting > PricingRule >» 5% Discount 


5% Discount 


2 Assigned To 
Disable Apply Rule On Item Group 
+ 
Apply On * item Group 
9 Attachments 
Item Group . Raw Material 
Attach File + 
Price or Product Discount * Add Row 
vy Reviews 
Price : 
+ Mixed Conditions 
Warehouse Conditions will be applied on ai 
4 Shared With 
Is Cumulative 
+ 
Coupon Code Based 
® Tags 
Add a tag 
Discount on Other Item v 
O- 0 FOLLOW 
Party Information 
You edited this 
just now Selling Applicable For 
You created this Buying 


just now 


For a single item, select Item Code and select the items. 


Q Search or type a command (Ctrl + G) 


the selected items co 


a Help v BS 
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6. _ If you want Pricing Rule to be applied on all the items, select ‘Item Group’ and select All Item Group (parent Item Group). 


7. Set the discount/price to be applied. To know more, go to this section. 
8. Save. 
2.1 Additional options when creating a Pricing Rule" 
Warehouse_ 
Setting a Warehouse here will cause the Pricing Rule to be applied only if the Item is selected from the Warehouse specified here. 
Apply Rule On_ 


Based on the attribute selected in the ‘Apply On’ field, you can set the Pricing Rule based on one of these: 


e Item 
e Item Group 
e Brand 


e@ Transaction (on the total amount of the transaction) 
In this table, you can select the specific Item/Item Group/Brand. For example, if you select Apply On ‘Item Group’ and select 'Raw Materials’ 
in the table, this Pricing Rule will be applied only on Items that belong to the Group ‘Raw Materials’. 
UoM: The Pricing Rule will apply only if the UoM set here matches with the transaction. 


Condition_ 


n this field you can add a condition in python to check against field values in the transaction doctype, like shown below for Sales Invoice: 
customer=='Customer Name’ and status!='Overdue’ 

Please note that only single line python conditions will work, using fieldnames of the target doctype. 

Mixed Conditions_ 


f you select two or more Items and set the Min and Max Quantity. The Pricing Rule will be applied only if the total sum of Items matches 


he set quantities. For example, you create a Pricing Rule on Item 1 and Item 2 and set the Min and Max Quantity as 30, the Pricing Rule 
will apply only if the total quantity is 30. 

Is Cumulative_ 

Enabling this options allows the Pricing Rule to be applied cumulatively. You need to set the 'Min Amt’ and ‘Max Amt' for this. 

Consider a scenario where the Min Amt is 1,500 and Max Amt is 2,000. Now, if one transaction is created for 1,400 then Pricing Rule will not 
be applied. However, on creating a second invoice of amount 600, Pricing Rule will be applied. This happened since the total (cumulative) 
amount of the invoices added up to 2,000. Note that the discount will be applied only to the latest transaction that crosses the cumulative 
limit. 

This can be useful to give discounts if a Customer buys an Item multiple times and you want to reward him with discounts/special prices. 
3. Features_ 

3.1 Apply Rule On Other_ 


This feature checks condition on first Item but applies rule on another Item. 
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B > Accounting > PricingRule >» 5% Discount 


= 5% Discount 


& Assigned To 


Disable 
+ 
Apply On * 
@ Attachments 
Item Code 
Attach File + 
Price or Product Discount * 
vy Reviews 
Price 
+ 
Warehouse 
& Shared With 
+ 
® Tags 
Add a tag 
Discount on Other Item ~ 
t 
o- 0 ROLL Apply Rule On Other 


Item Code 


You edited this 
just now 


For example, set Item1 and Item2 in the ‘Apply Rule On' table and set 


3.2 Party Information_ 


Set whether the Pricing Rule is for Selling of Buying the Item. 


@ = Customer 

e = Customer Group 
e Territory 

@ Sales Partner 

e@ = Campaign 

* Supplier 

e@ = Supplier Group 


3.3 Quantity and Amount_ 


Item2, and Item3, the Pricing Rule will apply on Item3 since the first two Items were present in the transaction. 


Based on your selection you can set applicability to one of the following masters. 


Q Search or type a command (Ctri + G) 


Apply Rule On Item Code 


Item Code UOM 
: PETE o 
Add Row 
. Mixed Conditions 
Conditions will be applied on all the selected items combined. 


Is Cumulative 


Coupon Code Based 


Item Code 


: HDPE 


‘Apply Rule On Other’ on Item3. Now, if the transaction has Item1, 


Specify minimum qty, maximum qty, minimum amount, or maximum amount of an Item when this Pricing Rule should be applied. 
Note that if the quantity or amount falls short or exceeds the limits set here, the Pricing Rule will not be applied at all. However, it will be 


applied if you have enabled the options Mixed Conditions or Cumulative. 


B > Accounting > PricingRule > 5% Discount 


= 5% Discount 


Quantity and Amount 


Min Qty 


100.000 


Max Qty 


1,000.000 


3.4 Validity 
You can also set a date interval for when the Pricing Rule will be valid. 


Pricing Rule will not have any time frame limit. 


Q Search or type a command (Ctri + G) 


Min Amt 


0.00 


Max Amt 


0.00 


This is useful for a sales promotion. On leaving the dates blank the 
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B > Accounting > PricingRule >» 5% Discount 


= 5% Discount 


Period Settings 


Valid From 


04-20-2021 


Valid Upto 


3.5 Margin_ 


B > Accounting > Pricing Rule >» 5% Discount 


= 5% Discount 


Margin 


Margin Type 


Percentage 


Read adding margin for more details. 
3.6 Price Discount Scheme_ 


The actual rule to be applied is set in this section. 


B > Accounting > PricingRule > 5% Discount 


= 5% Discount 


Price Discount Scheme 


Rate or Discount 


Discount Percentage 


3.7 Advanced Settings_ 


then select Rate and set the Rate as 112. 


Q Search or type a command (Ctri + G) 


Company 


Unico Plastics Inc. 


Currency * 


USD 


Q Search or type a command (Ctrl + G) 


Margin Rate or Amount 


5.000 


e@ = Margin Type: When selling an Item, you may sell it for a certain margin. If you don't want to add selling prices to Items every 


time and would like to automatically set a margin, it can be done with this feature. 


e Margin Rate or Amount: The margin set can be based on Percentage or Amount, eg: 5% margin or $50 fixed margin. 


Q Search or type a command (Ctrl + G) 


Discount Percentage 


5.000 


For Price List 


Standard Selling 


e Rate: This will be the new rate for an Item. For example, if you sell an Item for 100 and want to sell it for 112 for a specific party, 


e Discount Percentage: A specific discount percentage can be set. The discount percentage can be set to a specific Price List. 


Leaving the ‘For Price List’ blank will apply the Pricing Rule to all Price Lists. 


e Discount Amount: A fixed discount amount will be applied. For example if you sell an Item for 100 and want to sell it with a 


discount of 7, then this condition can be set using the Discount Amount option. 
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= 5% Discount 


is applied correctly. 


4.1 Price Discount_ 


1. 


2, 


= 5% Discount 


B > Accounting > PricingRule >» 5% Discount 


Advanced Settings ~ 


Threshold for Suggestion 


9.000 


ystem will notify to increase or decrease quantity or amount 


Priority 
1 
Higher the number, higher the priority 


Condition 
a 


applicable. This also applies to the amount set. 


match the Pricing Rule. 


4. Pricing Rule Discount Types_ 


price list at the time of sales. 


B > Accounting > PricingRule >» 5% Discount 


Price Discount Scheme 


Rate or Discount 


Rate 


Q Search or type a command (Ctrl + G) 


Apply Multiple Pricing Rules 
Apply Discount on Discounted Rate 


Validate Applied Rule 


Threshold for Suggestion: This is the threshold based on which the system will notify you to adjust Item Quantity for discount. 


For example, if the Min Quantity is 10 and the Threshold is 9, the system will notify to add 1 more Item for the discount to be 


Priority: Consider an Item Group, you want to set specific rules on one Item from the group. This can be done by creating a new 


Pricing Rule and setting a higher priority. This can also apply to Customer Group and Supplier Group. 


Apply Multiple Pricing Rules: To understand this, consider an Item of Rate 500. There are two Pricing Rules on it P1 and P2. P1 


applies 10% discount and P2 applies 5%. Enabling this option will apply a total of 15% on the Item Rate which gives 425. 
Apply Discount on Rate: The discount will be compounded. Consider the same scenario as above. On enabling this option, 10% 
will be applied on 500 which will give 450, then 5% will be applied on 450 which will give 427.5. 


Validate Applied Rule: Shows the entered validation message if the discount/rate set manually by you in a transaction does not 


This is useful when the top distributor in the hierarchy decides the discount/rate to be applied and you are only validating if the Pricing Rule 


Under the Margin Type, you can set whether the margin is calculated as a percentage or an amount. Eg: 10% margin on supplier 


Rate mentioned in Pricing Rule will be given priority over Item's Price List (Item Price) rate. 


Q Search or type a command (Ctrl + G) 


Discount Percentage can be applied for a specific Price List (Selling or Buying). To apply it for both, leave the ‘For Price List' field 
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B > Accounting > Pricing Rule >» 5% Discount Q Search or type a command (Ctri + G) G Help» BS 


= 5% Discount 


< > 
Price Discount Scheme 
Rate or Discount Discount Percentage 
Discount Percentage $ 5.000 
For Price List 
4. Discount can also be set in terms of amount. 

B > Accounting > Pricing Rule >» 5% Discount Q Search or type a command (Ctrl + G) Ga Help» BS 
= 5% Discount ao) Ea 


Price Discount Scheme 


Rate or Discount Discount Amount 


Discount Amount 


© 


1,000.00 


For Price List 


4.2 Product Discount_ 


1. "Buy 2 quantities get 1 free quantity of the same item." To configure such type of rules, set the Price or Product Discount as 


‘Product discount’, tick the Same Item checkbox, and set the quantity. 


B > Accounting > PricingRule >» 5% Discount Q Search or type a command (Ctrl + G) Ga Help» BS 


= 5% Discount 


< > 
Product Discount Scheme 
@ Same Item UOM 
Qty 
1.000 Is Recursive 
Discounts to be applied in sequential ranges like buy 1 get 1, buy 2 get 2, buy 3 get 
Rate 7 
3 and so on 
0.00 


If rate is zero them item will be treated as “Free Item" 


2. "Buy 2 quantities get 1 free quantity of the another item." To configure such type of rules. Set the Price or Product Discount as 


Product discount, untick the ‘Same Item’ checkbox and set the ‘Free Item' and quantity. 


il 2 P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY -~ 225 - 


man.energy 800695 


B > Accounting > Pricing Rule >» 5% Discount Q Search or type a command (Ctrl + G) G Help v BS 


5% Discount <1f >) (a= Rane 


Product Discount Scheme 
Same Item UOM 


Free Item 


HDPE 


Is Recursive 


f rate is zero them item will be treated as “Free Item 


PRICING- PROMOTIONAL SCHEME 


A Promotional Scheme is a temporary discount on one or more products. 

Promotional schemes help businesses become successful as lower prices for a limited period of time to attract more Customers. They can 
be easily configured in ERP. A Promotional scheme is linked to a pricing rule, against each slab system that will generate the pricing rule. 
On creating a Promotional Scheme, the system creates a Pricing Rule. A Promotional Scheme can have multiple Pricing Rules associated 
with it. In ERP, a Promotional Scheme is an easier way to manage pricing on multiple Item/Groups based on different parties and conditions. 
To access the Promotional Scheme list, go to: 

Home > Selling > Items and Pricing > Promotional Scheme 

1. Prerequisites" 


Before creating and using a Promotional Scheme, it is advisable to create the following first: 


1. Item 
2. Item Group 


3. Customer 
4. Supplier 
2. How to create a Promotional Scheme_ 
1. Goto the Promotional Scheme list and click on New. 
2. Enter a title for the rule. 
3. Select what to Apply On like Item Code, Item Group, Brand, or Transaction. Selecting Transaction will apply the scheme on the 
total amount of the transaction. 
Based on the ‘Apply On’, system will give you the provision to select the Item Code / Item Group / Brand in the table. 
Select whether the scheme is for Selling, Buying, or both and set the party information. 


In the Price Discount Slabs table, set the price discount, product discount. 


N Oo oO Ff 


Users can also apply the discount on the other Item Code / Item Group / Brand by selecting the value for Apply Rule On Other 


field. 
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B > Accounting > Promotional Scheme > Price Discount on Chairs Q Search or type a command (Ctrl + G) ray Help v BS 
= Price Discount on Chairs <]l>}|e 

2. Assigned To 

+ Connections ~ 


Reference 
@ Attachments 


® Pricing Rule + 


Attach File + 
vw Reviews 
+ 
Apply On * Pricing Rule Item Code 
§ Shared With Item Code ¥ item Code UOM 
+ 
Disable Plastic Chair Set a 
® Tags 
Luxury Plastic Chair 0 
Add a tag 
Add Row 
Mixed Conditions 
O- i) FOLLOW 
Is Cumulative 
You edited this 
just now 
You created this Discount on Other Item v 
just now 
8. Save. 


Note: On saving a Promotional Scheme, a new Pricing Rule is created. 
2.1 Additional fields when creating a Promotional Scheme_ 
Mixed Conditions_ 
If you select two or more Items and set the Min and Max Quantity. The Promotional Scheme will be applied only if the total sum of Items 
matches the set quantities. For example, you create a Promotional Scheme on Item 1 and Item 2 and set the Min and Max Quantity as 30, 
the Promotional Scheme will apply only if the total quantity is 30. 
Is Cumulative_ 
Enabling this options allows the Promotional Scheme to be applied cumulatively. You need to set the ‘Min Amt’ and ‘Max Amt' for this. 
Consider a scenario where the Min Amt is 1,500 and Max Amt is 2,000. Now, if one transaction is created for 1,400 then the Promotional 
Scheme will not be applied. However, on creating a second invoice of amount 600, Promotional Scheme will be applied. This happened 
since the total (cumulative) amount of the invoices added up to 2,000. Note that the discount will be applied only to the latest transaction 
that crosses the cumulative limit. 
This can be useful to give discounts if a Customer buys an Item multiple times and you want to reward him with discounts/special prices. 
3. Features_ 
3.1 Apply Scheme On Other Item_ 
This feature checks condition on the first Item but applies scheme/discount/rate on another Item. 
For example, set Item1 and Item2 in the ‘Apply Rule On’ table and set ‘Apply Rule On Other’ on Item3. Now, if the transaction has Item1, 
Item2, and Item3, the Pricing Rule will apply on Item3 since the first two Items were present in the transaction. 
3.2 Party Information_ 
Set whether the Promotional Scheme is for Selling of Buying the Item. 
Based on your selection you can set applicability to one of the following masters. 

@ Customer 

@ = Customer Group 

e@ Territory 


e Sales Partner 


e Campaign 
e Supplier 
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e@ = Supplier Group 
3.3 Validity. 
You can also set a date interval for when the Promotional Scheme will be valid. This is useful for a sales promotion. On leaving the dates 
blank the Promotional Scheme will not have any time frame limit. 
Currency: Setting a Currency here will cause the Promotional Scheme to be applied only when the Currency is the same in the transaction. 
3.4 Price Discount Slabs_ 
Rule Description: Enter a description to keep a not of what this Promotional Scheme entails. 
Quantity and Amount_ 
Specify minimum qty, maximum qty, minimum amount, or maximum amount of an Item when this Promotional Scheme should be applicable. 
Note that if the quantity or amount falls short or exceeds the limits set here, the Promotional Scheme will not be applied at all. However, it 
will be applied if you have enabled the options Mixed Conditions or Cumulative. 
Setting the Discount/Rate_ 
e Rate: This will be the new rate for an Item. For example, if you sell an Item for 100 and want to sell it for 112 for a specific party, 
then select Rate and set the Rate as 112. 
e Discount Percentage: A specific discount percentage can be set. For example, a 10% discount on an Item worth 500 would result 
in a price of 450. 
e@ Discount Amount: A fixed discount amount will be applied. For example if you sell an Item for 100 and want to sell it with a 
discount of 7, then this condition can be set using the Discount Amount option. 
Filters for setting discount_ 
e@ Warehouse: Setting a Warehouse here will cause the Promotional Scheme to be applied only if the Item is selected from the 
Warehouse specified here. 
e Priority: Consider an Item Group, you want to set specific rules on one Item from the group. This can be done by creating a new 
Promotional Scheme and setting a higher priority. 
e = Threshold for Suggestion: This is the threshold based on which the system will notify you to adjust Item Quantity for discount. 
For example, if the Min Quantity is 10 and the Threshold is 9, the system will notify to add 1 more Item for the discount to be 
applicable. This also applies to the amount set. 
e =: Validate Applied Rule: If the entered price is not valid for the Item, the system will not allow you to apply a different rate/discount. 
3.5 Product Discount Slabs_ 
A Product Discount is applicable when one or more Items are free on the purchase of other Items. Most fields in this table are the same as 
the previous section. 
The additional options are: * Same Item: If you want to give the same Item as free (product discount) on purchase of an Item, enable this 
checkbox. If you want to give another Item, untick and select the Item to be given as free. 
e Apply Multiple Pricing Rules: To understand this, consider an Item of Rate 500. There are two Pricing Rules on it P1 and P2. P1 
applies 10% discount and P2 applies 5%. Enabling this option will apply a total of 15% on the Item Rate which gives 425. 
@ —UoM: The Promotional Scheme will apply only if the UoM set here matches with the transaction. 
e@ Rate: An Item may be offered free of cost by the Supplier but there may be some tax applicable. Entering a Rate here means that 
the Customer will have to pay the applicable taxes. 
4. Promotional Scheme types_ 
4.1 Price Discount_ 
In this type of promotional scheme, the user gets an option to set the discount in terms of percentage or amount based on the min quantity, 
max quantity, min amount and max amount on the products. Users can also configure the scheme where they can set the flat rate for the 


product based on the quantity or the amount of the product. 
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B > Accounting > Promotional Scheme > Price Discount on Chairs 


= Price Discount on Chairs 


Price Discount Slabs 


Promotional Scheme Price Discount 


No Min Qty Max Qty Min Amount 
1 1 10 $ 0.00 
2 af] 20 $0.00 
3 21 50 $0.00 
Add Row 


4.2 Product Discount_ 


conditions like min quantity, max quantity, Min amount, max amount. 


B > Accounting > Promotional Scheme > Price Discount on Chairs 


= Price Discount on Chairs 


Product Discount Slabs 


Promotional Scheme Product Discount 


No Min Qty Max Qty 
1 1 10 
2 " 20 
3 21 50 
Add Row 


5. How to configure a Promotional Scheme (Examples) 


5.1 Mixed Conditions Schemes_ 


quantities of Britannia Cake 5 Rs packet. 


quantities of any product or sum of both products. 
To configure this in ERP the steps are as follows: 


1. Set Apply On as Item Code. 


Enable the "Mixed Conditions" field. 


In the price discount table, set the min qty, max qty as 15. 


a F Ww N 


Set the discount type as Discount Percentage and rate as 10. 


Q Search or type a command (Ctrl + G) 


Max Amount 


$ 0.00 


$ 0.00 


$0.00 


Discount Type 


Rate 


Rate 


Rate 


Q Search or type a command (Ctrl + G) 


Min Amount 


$0.00 


$ 0.00 


$ 0.00 


Let's understand how to configure a promotional scheme in ERP using some examples. 


Max Amount 


$0.00 


$0.00 


$0.00 


Set the Item Code Britannia Cake 5 Rs, Britannia Cake 10 Rs in the Pricing Rule Item Code table. 


Item Code 


Dinner Set Chair 


Dinner Set Chair 


Dinner Set Chair 


Rate 


$110.00 


$ 105.00 


$ 100.00 


Download 


Download 


@ Edit 


@ Edit 


@ Edit 


Upload 


In this type of promotional scheme, the user gets an option to give a free product on purchase of the same or different product with 


@ Edit 


@ Edit 


@ Edit 


Upload 


Customer A has purchased 10 quantities of Britannia Cake 5 Rs packet and 5 quantities of Britannia Cake 10 Rs packet. Now, the Supplier 


wants to give a discount of 10% to Customer A. This Supplier also wants to give a 10 % discount to Customer B who has purchased 15 


So, the Supplier wants to apply the discount on products Britannia Cake 5 Rs, Britannia Cake 10 Rs only if his Customers have purchased 15 
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B > Accounting >» Promotional Scheme > Britannia Cake Promotional Scheme 


= Britannia Cake Promotional Scheme 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Apply On * 
Item Code . 
vy Reviews 
+ Disable 


8&4 Shared With 


+ 


® Tags 


Add a tag 


O- (0) FOLLOW 
Discount on Other Item v 


You edited this 


just now 


You created this Party Information v 


just now 


5.2 To apply a discount on other Item_ 


Cake 10 Rs. 
To configure this in ERP the steps are as follows 


1. Set Apply On as Item Code. 


In the price discount table, set the min qty as 30. 


Or 3 fe 


Set the discount type as Rate and rate as 12. 


B > Accounting > Promotional Scheme > Britannia Cake Promotional Scheme 


= Britannia Cake Promotional Scheme 


@ Attachments 


Attach File + Apply On * 
Item Code c 
vy Reviews 
+ Disable 


& Shared With 


+ 
® Tags 
Add a tag 
O- te) FOLLOW 
Discount on Other Item ~ 
You edited this Apply Rule On Other 


4 minutes ago 


Item Code 


You created this 
4 minutes ago 


Q Search or type a command (Ctrl + G) 


Pricing Rule Item Code 


Item Code 

Britannia Cake 5 Rs 

Britannia Cake 10 Rs 
Add Row 


Mixed Conditions 


Is Cumulative 


Set the item code Britannia Cake 5 Rs, Britannia Cake 10 Rs in the Pricing Rule Item Code table. 


Apply Rule On Other as Item Code and set Item Code as Britannia Cake 15 Rs. 


UOM 


Customer A has purchased 30 quantities of Britannia Cake 5 Rs packet and 2 quantities of Britannia Cake 15 Rs. The Supplier wants to sell 
the product Britannia Cake 15 Rs at the flat rate 12. Here the original price for the product Britannia Cake 15 Rs is 15. 


The Supplier wants to apply the rule only if the Customer has purchased min 30 quantities of the product Britannia Cake 5 Rs or Britannia 


Q Search or type a command (Ctrl + G) 


Pricing Rule Item Code 


Item Code 
Britannia Cake 5 Rs 
Britannia Cake 10 Rs 


Add Row 


Mixed Conditions 


Is Cumulative 


Item Code 


Britannia Cake 15 Rs 


UOM 
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PRICE- EXCHANGE RATE REVALUATION 


In ERP, you can make accounting entries in multiple currencies. For example, if you have a bank account in a foreign currency, you can make 
transactions in that currency and the system will show bank balance in that specific currency. 
The purpose of Exchange Rate Revaluation master is to adjust the balance in General Ledger accounts according to any changes in the 
currency exchange rates. This is useful when you are closing your accounts books and want to update your Company's GL accounts by 
bringing in the money from other currency accounts. 
To access the Exchange Rate Revaluation list, go to: 
Home > Accounting > Multi Currency > Exchange Rate Revaluation 
1. How to set up currency in an account_ 

1. To get started with multi currency accounting, you need to assign the accounting currency in an Account record. 


2. You can define Currency from the Chart of Accounts while creating an account. 


New Account 


New Account Name * 

Deutsche Bank 
Name of new Account. Note: Please don't create accounts for Customers and Suppliers 
Account Number 

1005 


Number of new Account, it will be included in the account name as a prefix 


Is Group 


Further accounts can be made under Groups, but entries can be made against non-Groups 


Account Type 

Bank 
Optional. This setting will be used to filter in various transactions 
Currency 

EUR 
Optional. Sets company's default currency, if not specified. 
Company * 


Unico Plastics Inc. 


3. You can also assign/modify the currency for existing accounts by opening the specific Account record. 


4. — Click on the Account and Click on Edit. 
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B > Accounting » Account > 1006 - Bank of America - UP 


= 1006 - Bank of America- UP - Enabiea 


&. Assigned To 
Disable 
+ 
Account Number 
@ Attachments 


1006 
Attach File + 
Is Group 
vw Reviews 
Company * 
+ 


Unico Plastics Inc. 
& Shared With 


Root Type 
a yp 
Asset 
® Tags 
Add a tag Report Type 
Balance Sheet 
Currency 
0-Q0 FOLLOW 
USD 
You edited this Inter Company Account 
just now 


You created this 
just now 


2. How to enable Exchange Rate Revaluation_ 


Chart of Accounts. 


credit and total debit. 


B > Company > Unico Plastics Inc 


= Unico Plastics Inc. 


Write Off Account 


Write Off - UP 


Exchange Gain / Loss Account 


Exchange Gain/Loss - UP 


Exchange Gain/Loss - UP 


Unrealized Profit / Loss Account 


Default Cost Center 


Main - UP 


Select the Company. 


@ OV oe 


1. Goto: Setup > Company > se/ect the company. 


Unrealized Exchange Gain/Loss Account 


Go to Accounting > Setup > Exchange Rate Revaluation > New. 


Chart of Accounts Ledger Non-Group to Group < > e 


Create Tax Template View < Create : < > @ 


Q Search or type a command (Ctrl + G) Q Help v BS 


Parent Account * 


Bank Accounts - UP 


Account Type 


Bank 


Setting Account Type helps in selecting this Account in transactions. 


Frozen 


No 


o 


If the account is frozen, entries are allowed to restricted users. 


Balance must be 


o 


Exchange Rate Revaluation feature is for dealing with the situation when you have accounts with different currencies in one Company's 


2. Set the ‘Unrealized Exchange Gain/Loss Account' field in Company DocType. This account is to balance the difference of total 


Q Search or type a command (Ctri + G) G Help v BS 


Default Deferred Expense Account 


Default Payroll Payable Account 


Payroll Payable - UP 


Default Expense Claim Payable Account 


Default Payment Discount Account 


Credit Limit 


0.00 


Default Payment Terms Template 


Click the 'Get Entries’ button. It'll fetch the accounts which have currency different from the 'Default Currency’ set in the Company. 


This will fetch the new exchange rate automatically if not set in Currency Exchange DocType for that currency else it will fetch the 


‘Exchange Rate’ set in the Currency Exchange DocType. 
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& Assigned To 


+ 


@ Attachments 


Attach File 


vy Reviews 


+ 


&3 Shared With 


+ 


® Tags 


Add a tag ... 


You edited this 
just now 


You created this 
just now 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 
Add a tag 


You edited this 
S minutes ago 


You created this 
S minutes ago 


= ACC-ERR-2021-00001 


= ACC-ERR-2021-00001 


FOLLOW 1 


B > Accounting > Exchange Rate Revaluation >» ACC-ERR-2021-00001 


* Submitted 


Connections ~ 


+ Posting Date * 


04-20-2021 


Get Entries 


Exchange Rate Revaluation Account 


No. Account 
1 Debtors EUR - UP 
Add Row 


FOLLOW 


Total Gain/Loss 


$ 39.00 


B > Accounting > Exchange Rate Revaluation >» ACC-ERR-2021-00001 


* Submitted 


Connections ~ 


Journal Entry Gr 


Posting Date * 


26-04-2021 


Get Entries 


Exchange Rate Revaluation Account 


No. Account 


Debtors EUR - UCI 


Add Row 


Total Gain/Loss 


Balance In Base Curr... 


$ 3,591.00 


7. On Submitting, Create Journal Entry button will appear. 


Balance In Base Curr. 


% 2,381.60 


Q Search or type a command (Ctrl + G) 


Company * 


Unico Plastics Inc. 


New Balance In Base ... 


New Exchange Rate 


1.210 $ 3,630.00 


Q Search or type a command (Ctrl + G) 


Create < 


Journal Entry 


Company * 


Unico Consulting Inc. 


New Exchange Rate New Balance In Base 


1.207 % 2,413.20 


8. — Clicking on this button will create a Journal Entry for the Exchange Rate Revaluation. 


G Help ~ BS 


> @ Cancel 
Gain/Loss 
$ 39.00 @ Edit 


G Help» BS 


> @ Cancel 
Gain/Loss 
% 31.60 @ Edit 
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B > Accounting > Journal Entry >» ACC-JV-2021-00027 Q Search or type a command (Ctrl + G) Gis Help» =: BS 
= Awesome GmbH : pratt <\f> \fae){- Ex 
@ sirachuents Entry Type * From Template 

Attach File i Exchange Rate Revaluation : 
LE Finance Book Company * 

+ 


Unico Consulting Inc. 


& Shared With Posting Date * 


26-04-2021 
® Tags 
Add a tag... 
Accounting Entries 
No. Account Debit Credit 
90-Qo0 FOLLOW 
1 Debtors EUR - UCI € 2,000.00 €0.00 @ Edit 
You edited this 2 Debtors EUR - UCI €0.00 € 2,000.00 @ Edit 
just now 
Noa cae nied this 3 Exchange Gain/Loss - UCI $0.00 $31.60 @ Edit 
just now 
Add Multiple Add Row 
9. Onsubmitting the Journal Entry, the general ledger is affected as follows: 
B > Accounting Q Search or type a command (Ctrl + G) G Help» BS 
General Ledger CreateCard  SetChart G 
Unico Consulting Inc. Finance Book 26-04-2021 26-04-2021 Account ACC-JV-2021-00027 
Party Type Party Cost Center Project 
—, Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (US... Credit (U... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 0.000 
3 Opening 0.000 0.000 0.000 
4 26-04-2... Debtors EUR - UCI 2,413.200 2,381.600 31.600 Journal Entry ACC-JV-2021-00027 Awesome Gm... Customer Awest 
5 26-04-2... Exchange Gain/Loss - UCI 0.000 31.600 0.000 Journal Entry ACC-JV-2021-00027 Awesome Gm... 
6 Total 2,413.200 2,413.200 0.000 
7 Closing (Opening + Total) 2,413.200 2,413.200 0.000 
8 0.000 
9 Total 2,413.200 2,413.200 0.000 
10 Closing (Opening + Total) 2,413.200 2,413.200 0.000 
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PRICING- CURRENCY EXCHANGE 


The Currency Exchange form in ERP stores exchange rates manually stored by the User. By default, ERP automatically fetched the current 
exchange rates for currencies as per the market. However, you can store fixed exchange rates and use them. You need to enable ‘Allow 
Stale Exchange Rates’ in Accounts Settings for using the exchange rates stored in the Currency Exchange form. 
To access the Currency Exchange list, go to: 
Home > Accounting > Multi Currency > Currency Exchange 
1. How to create a Currency Exchange_ 

1. Goto the Currency Exchange list and click on New. 

2. Enter a date from which this exchange rate will be valid. New Currency Exchange forms saved with newer dates will be used in 


transactions. 


3. Set the From and To currency. 
4. Enter the Exchange Rate, for example, 1 USD = 65 INR. 
5. Select whether the exchange rate applies to selling, buying, or both transactions. 
6. Save. 
B > Currency Exchange > new-currenc Q Search or type a command (Ctrl + G) ray Help v BS 
New Currency Exchange . Net sevec 
Date * For Buying 
04-20-2021 For Selling 


From Currency * 


USD 


To Currency * 


INR 


Exchange Rate (1 USD = [?] USD) * 


75.420000000 


PRICING- CURRENCY 


In ERP, the Currency list stores the currency value, it's symbol and fraction unit. Most of the commonly used currencies are already present 
in ERP. The exchange rates are fetched automatically according to the current market rate. You can also configure the system to use older 
fixed exchange rates by creating them in the Currency Exchange form. 

To access the Currency list, go to: 

Home > Accounting > Multi Currency > Currency 


For example, this is how the Currency page for Euro: 
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= EUR .- Enabled 


Enabled 


Fraction 

Cent 
Sub-currency. For e.g. "Cent" 
Fraction Units 


100 


1 Currency = [?] Fraction For e.g. 1 USD = 100 Cent 


Smallest Currency Fraction Value 

0,01 
Smallest circulating fraction unit (coin). For e.g. 1 cent for USD and it should be entered as 0.01 
Symbol 

€ 


A symbol for this currency. For e.g. $ 


Show Currency Symbol on Right Side 


Number Format 


# HHH HH 


<> 


How should this currency be formatted? If not set, will use system defaults 


Configurations_ 

Each currency has defaults set based on widely accepted configurations. You can however modify the configuration to suit your 
requirements. 

Enable / Disable_ 

By default only few popular currencies and your company's currencies are enabled. To Enable more go to currency list and check "Enabled". 
Fractional units_ 

Some currencies have fractional units like "Cent", you can configure what this fractional unit will be called when converting numbers into 
words. 

Symbol 

Standard currency symbol are populated by default, if you need to change the currency symbol you can update it on Currency document. 
You can configure position of currency symbol to the right by checking "Show currency symbol on right". 


You can also hide all currency symbols from "Global Defaults". 
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RETAIL-_ POINT OF SALE PROFILE 


In ERP, a POS profile allows using the Point of Sale feature. 
POS includes advanced features to cater to different functionality, such as inventory management, CRM, financials, warehousing, etc., all 
built into the POS software. Before modern POS, all of these functions were done independently and required the manual re-keying of 
information, which could lead to entry errors. 
If you are in retail operations, you want your Point of Sale to be as quick and efficient as possible. To do this, you can create a POS Profile 
for a user. 
To access the POS Profile list, go to: 
Home > Retail > Retail Operations > Point-of-Sale Profile 
1. How to create a POS Profile_ 

1. Go to the Point-of-Sale Profile and click on New. 

2. Enter aname for the profile. 


Select a Naming Series. 


Set a Write Off Account and Write Off Cost Center to which the transactions will be recorded. 


ao fF w 


Set up payment modes in the table, the default will be cash if nothing is set here. Only the modes set here will be available when 


using POS. After adding payment modes, set one of them as the default payment method by ticking the checkbox. 


B > Accounting > POS Profile > Bas Q Search or type a command (Ctrl + G) ray Help v BS 


= Basawaraj ~- Enabled <\f> \fal{- 


Payment Methods 
No Default Allow In Mode of Payment 
1 @ Cash 2 Edit 
2 Credit Card @ Edit 
Add Row 


Configuration 


Hide Images Ignore Pricing Rule 
Hide Unavailable Items Allow User to Edit Rate 
Automatically Add Filtered Item To Cart Allow User to Edit Discount 


6. Set the default amounts for the payment methods (recommended: 0). 


7. Save. 
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B > Accounting >» POS Profile >» Basawara Q Search or type a command (Ctrl + G) G Help v BS 


Basawaraj_ - Enabled <)>) 6 
2. Assigned To 
+ Connections ~ 
2 Attachments 
Attach File + Company * Warehouse * 
Unico Plastics Inc. Stores - UP 
vy Reviews 
eo Customer Campaign 
Walk-in Customer 
} Shared With 
+ Country Company Address 
United States 
Tags 
Add a tag Disabled 
0-Qo FOLLOW Applicable for Users 
Applicable for Users 
You edited this 
5 minutes ago No Default User 
1 | basawaraj@erpnext.com @ Edit 


1.1 Additional options when creating a POS Profile_ 

e@ Customer: Users can sell particular products to the particular Customers from the POS by adding item groups, customer groups 
in the POS Profile. 

e@ Warehouse: The stock quantities in the selected Warehouse will be affected for POS transactions with this POS Profile. 

@ Campaign: A sales Campaign can be linked here to track total sales against it. 

@ Company Address: If the POS counter is set up at a Company branch, the address can be selected here. 


e@ Update Stock: If enabled, the stock quantities will be affected when transactions are performed with the POS Profile. That is, 


Stock Ledger Entries will be made when you. “Submit” this Sales Invoice thereby eliminating the need for a separate Delivery 
Note. 
e@ Ignore Pricing Rule: Any active Pricing Rule will be ignored for this POS Profile. 
e = Allow Delete: In Offline POS, the data is cached. Ticking this checkbox will allow User to delete the Sales Invoice cached in the 
Draft stage. 
e Allow user to edit Rate: The POS Profile user will be allowed to edit the ‘Rate’ of Items added in transactions. 
e Allow user to edit Discount: The POS Profile user will be allowed to edit the ‘Discount’ of Items added in transactions. 
e Allow Print Before Pay: This will allow the POS User to print an invoice before the payment is made. 
e — Display Items In Stock: The remaining quantity of Items from the selected Warehouse will be shown to the POS User. 
2. Features_ 
2.1 Applicable for Users_ 
By default, all Sales Users can access the POS Profiles created in ERP. However, if you want only certain Users to access certain POS Profiles, 
you can add them to the table. Once even one User is set in the POS Profile, other Users cannot use this POS Profile for retail transactions. 
Setting POS Profile as default: On ticking the Default checkbox in the table, the current POS Profile becomes the default POS Profile for 


that User. So, the next time the User logs into the system, the POS Profile will be set by default. 
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B Accounting POS Profile 


Counter 2 ¢ Enabled 


APPLICABLE FOR USERS 


ble for Users 


Default User 


2.2 Setting Item Group and Customer Group_ 


POS Profile. 


B > Accounting > POS Profile >» Sam 


= Sam - Enabled 
Filters 
Item Groups 


Item Group 
Products 


Add Row 
2.3 Print Settings. 
B > Accounting > POS Profile > Sam 


= Sam - Enabled 


Print Settings 


Print Format 


POS Invoice 


Letter Head 


Unico Letter Head 


Print Format for Online_ 


Letterhead_ 


1 v bruce@example.com 
2 v jon@example.com 
Add Row 


Only show Items from these Item Groups 


Note: If you specify a particular User, the POS setting will be applied only to that User. If the User option is left blank, the setting will be set 


for all users. To understand how POS works, visit the Point of Sale page. 


On setting an Item Group/Customer Group in a POS Profile, the group will be automatically selected when making transactions with the 


You can set a Print Format which will decide what the layout of the printed document will look like. To know more, visit the Print Format page. 


J 
Q Settings Help» © [EE 


@&<> = Menu | save | 


Q Search or type a command (Ctrl + G) G Help v BS 


Customer Groups 


Only show Customer of these Customer Groups 
Customer Group 
Individual o 


Add Row 


Q Search or type a command (Ctri + G) G Help v BS 


Terms and Conditions 


Standard Terms 


Print Heading 


You can print your POS Sales Invoice on your Company's letterhead. Know more here. 

Print Headings 

POS Sales Invoice headings can also be changed when printing the document. For example, the heading can be ‘Invoice’, or ‘Bill’. You can 
do this by selecting a Print Heading. To create new Print Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
Terms and Conditions_ 

There may be certain terms and conditions on the Item you're selling, these can be applied here. To know about adding Terms and 


Conditions, click here. 
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e Price List: A Price List stores the Item Prices. Setting a Price List here will fetch the Item Prices for the current POS Profile from 


2.4 Accounting_ 


that Price List. 


e = Currency: By default, this will be set according to the Company's default currency. However, you can change it. In case you 


change the currency, remember to change the accounts too. 


e@ Taxes and Charges: Selecting aSales Taxes and Charges Template or Purchase Taxes and Charges Template here will 


automatically apply the taxes and charges to the POS transaction. 
e Apply Discount On: Here you can set whether the discount is to be applied on the Grand Total (pre tax amount) or the Net Total 
(post tax amount). 
@ Tax Category: On selecting a Tax Category here, the Tax Rules associated with the Tax Category will be applied to each 
transaction performed from this POS Profile. 
The following accounts can be set so that the general ledger is updated accordingly: 
e ~—= Account for Change Amount 
e@ =6Write Off Account 
e §=6Write Off Cost Center 
@ Income Account 
@ — Expense Account 
2.5 Accounting Dimensions_ 
Accounting Dimensions lets you tag transactions based on a specific Territory, Branch, Customer, etc. This helps in viewing accounting 


statements separately based on the criteria selected. To know more, visit the Accounting Dimensions page. 


Note: Cost Center is treated as a dimension by default. 
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RETAIL-_ POINT OF SALE 


A Point of Sale refers to the time and place where a retail transaction takes place. 

For retail operations, the delivery of goods, accrual of sale and payment all happens in one event, that is usually called the ‘Point of Sale’ 
(POS). 

n ERP Sales Invoices can be generated from the POS. There are two steps to set up POS: 

To access POS, go to: 

Home > Retail > Retail Operations > POS 


1. Prerequisites" 


Before creating and using Point of Sale, it is advisable to create the following first: 
1. POS Profile 
2. How to create a POS Invoice_ 
Once you set up a POS profile, you can start billing on POS. 
1. Goto POS and select a Customer. 
2. Add Items from the list displayed on the right by clicking on them. 
3 Ensure that the Item has a Selling Price set in the Item Price list. 
4. — Edit the quantities as needed. 
5 n order to edit Rate and Discount, you need to enable them in the POS Profile. 
6. A default Warehouse needs to be set to complete the transaction. If Warehouse is set in both Item and POS profile, the one in 


POS Profile will be given preference. 


7. Do note that you need to have Items in your Warehouse before you can sell. If Items are not available, a red dot will be shown 


next to the Item when selected. 


B > Accounting Q Search or type a command (Ctrl + G) Ga Help v BS 


Point of Sale - sam 


All items WV Walk-in Customer 
Click to add email / phone 


| Item Cart 
bs 
; tds Item Qty Amount 
@ PETE 
$35,000 Plastic Chair Set 4 Dinner Set Chair 4-. &2a000 
$120 WW inner set chair . 
© Dinner Set Chair fae 
$240 4 jastic aad e 4. 42000 
Plastic Chair Set 


e Luxury Plastic Cha... 
$360 


& Add Discount 


8. When all Items are added, cross check the net and grand totals and also the total quantity in the summary at the bottom. 
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B > Accounting 


Point of Sale - us test pos 


Light Blue Regular... 
$66.85 $360 


Luxury Plastic Cha... 


Ey > Accounting 


Point of Sale . s.. 


Allitems 


$240 


2.2 Adding an Item_ 


Allltems Search by ite 


Solid Straight Leg... 
$60 


10. You can then print the POS invoice. 


$35,000 


9. Select the payment mode and click on Complete Order. You'll be asked to submit the Sales Invoice. 


© Plastic 


$120 


After the Sales Invoice is submitted, you can either print or email it directly to the customer. 


Item Cart 


Net Total $0.00 


Grand Total $0.00 


Q Search or type a command (Ctrl + G) G Help v A 


All territory customer 


Click to add email / phone 


At 


Item Cart 

Item Quantity Amount 
Luxury Plastic Chair 3 $1,080.00 
Luxury Plastic Chair $ 360.00 

i @ Add Discount 

Total Quantity 3 

Net Total $ 1,080.00 

Grand Total $1,080.00 


r type a command (Ctrl + G (i Jelg BS 


Walk-in Customer 


No items in cart 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


249) 


43 _btt oi 
MAN ENERGY 


At the billing counter, the retailer needs to select Items which the Customer buys. In the POS interface you can select an Item by two 


methods. One, is by clicking on the Item image and the other, is through the Barcode / Serial No. 


1. Select Item: To select a product click on the Item image and add it into the cart. A cart is an area that prepares a customer for 
checkout by allowing to edit product information, adjust taxes and add discounts. 


Barcode / Serial No: A Barcode / Serial No is an optical machine-readable representation of data relating to the object to which 


it is attached. 


Point of Sale’: timmy 


Allitems Search by item code, serial numbe 


3. — Enter Barcode / Serial No in the box as shown in the image below and pause for a second, the item will be automatically added 
to the cart. 


Tip: To change the quantity of an Item, enter your desired quantity in the quantity box. These are mostly used if the same Item is purchased 
in bulk. 


If your product list is very long use the Search field, type the product name in Search box. 


2.3 Removing an Item from the Cart_ 


1. Select row in the cart and click on 'Remove' button in the numeric keypad 
B > Accounting Q Search or type a command (Ctrl + G) G Help» BS 


Point of Sale - sam 


Allitems Item Details x Walk-in Customer x 
Click to add email / phone 
Item Cart 
* . Item Qty Amount 
Luxury Plastic Chair 
Luxury Plastic Chair “ s 
Dinner Set Chair 
$ 360.00 BE Dinner Set Chat 1 $240.00 
penal vom" Luxury Plastic Chair 1 $360.00 
1.000 Nos » Luxury Plastic Chair “ 
Rate * UOM Conversion Factor * 
$ 360.00 1 
Net Total: $ 600.00 Grand Total: $ 600.00 
= Dinner 'sat Chay Discount (%) Warehouse * 
$240 
0% Stores - UP 1 2 3 Quantity 
Available Qty at Warehouse Price List Rate 
10 $ 360.00 4 5 6 Discount 
7 8 9 Rate 


: cu 


Checkout 


2. Set Qty as zero to remove Item from the POS invoice. There are two ways to remove an Item. 


3. — If Item's Qty is 1, click on a minus sign to make it zero. 
4. Manually enter 0 (zero) quantity. 


2.4 Change Amount_ 
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change amount on the POS profile. 


B > Accounting 


Point of Sale - sam 


\wyo Walk-in Customer 
“" Click to add email / phone 


Item Cart 


Item 


Dinner Set Chair 
NM inner set chair 


> Luxury Plastic Chair 
Luxury Plastic Chair 


Net Total 


Edit Cart 


3. Features_ 


3.1 Adding a new Customer_ 


Qty 


Amount 


$ 240.00 


$360.00 


$ 600.00 


Grand Total $600.00 


POS calculates the extra amount paid by the customer, which user can return from the cash account. User has to set the account for the 


Q Search or type a command (Ctrl + G) 


Payment Method 
Cash Credit Card 
1,000.00 
$610 $650 $700 


Additional Information 


Grand Total Paid Amount 


$1,000.00 


$ 600.00 


In POS, user can select the existing Customer during making an order or create a new customer. This feature works in the offline mode also. 
User can also add the customer details like contact number, address details, etc on the form. The Customer which has been created from 


the POS will be synced when the internet connection is active. 


G Help» BS 


Change 


$ 400.00 


Complete Order 


Delete 
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9 > sccoung 


Point of Sale. s.. 


Allitems 
iA =“ Aa 
. 
$35,000 
 Dinne 
$240 


3.2 Accounting entries (GL Entry) for a Point of Sale: 
Debits: 
1. | Customer (grand total) 
2. Bank/Cash (payment) 
Credits: 
1. Income (net total, minus taxes for each Item) 
2. Taxes (liabilities to be paid to the government) 
3. Customer (payment) 
4. Write Off (optional) 
5. | Account for Change Amount (optional) 
To see entries after submitting the Sales Invoice, click on View Ledger. 


3.3 Email_ 


You can also send the receipt via email. 


Walk-in Customer 


Item Cart 


Ite aty A, t 


Dinner Set Chair 1 $240.00 


Net Tota $ 240.00 


Grand Total $ 240.00 
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B > Accounting Q Search or type a command (Ctrl + G) Q Help v BS 


Point of Sale - sam 


Walk-in Customer $ 350.00 
ACC-PSINV-2021-00007 

Sold by: basawaraj@erpnext.com Unpaid 
Items 

Luxury Plastic Chair 1 $ 360.00 
Totals 

Net Total $ 360.00 

Grand Total $360.00 
Payments 

Cash $350.00 


Print Receipt Email Receipt 


3.4 Create Return Credit Note_ 


You can also create a return credit note against a POS Invoice in case of return of items or the entire order. Below are the steps for issuing 


a credit note against an invoice: 


1. Click on menu (3 dots) and then click on Toggle Recent Orders. Keyboard shortcut for the same is #6+O. 


B > Accounting Q Search or type a command (Ctrl + G) ya Help v A 
Point of Sale - ustestpos —— 
Open Form View 3+F 
Allltems Lux Select item group Search by customer name, phone, ema] Toggle Recent Orders  3¢+0 
Save as Draft %+S 


Item Cart Close the POS Shift+38+C 


Luxury Plastic Cha... 
$360 


No items in cart 


2. All the invoices from recent POS transactions will be displayed under the Recent Orders pane. You can either search for the 
invoice directly with its name or filter search results as per the status of the invoice which can be Paid, Consolidated, Draft, 


Return. 


3. Select the invoice against which you need to create the credit note after which you will see the invoice details and the options to 


Print, Email the receipt and an option to make a Return. Click 
on ‘Return’. 
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B > Accounting Q Search or type a command (Ctrl + G) G Help v A 


Point of Sale - ustestpos 


Recent Orders All territory customer $ 360.00 


ACC-PSINV-2021-00001 
Search by invoice id or customer name 


Sold by: Administrator ° Paid 
bag . Items 
de pany BOOLOGOO! $360 Luxury Plastic Chair 1 $ 360.00 
& Allterritory custom... 11th October, 2:34am 
Totals 
Net Total $ 360.00 
Grand Total $360.00 
Payments 
Cash $ 360.00 


Print Receipt Email Receipt 


4. The POS screen will display the items in the invoice, along with respective negative quantities and totals in the Item Cart which 


indicates that it is a return credit 
note. 
B > Accounting Q Search or type a command (Ctrl + G) Ga Help ¥ A 


Point of Sale - ustestpos 


At All territory customer x Payment Method 
Click to add email / phone 
Cash Credit Card Bank Draft 
Item Cart -360 
Item Qty Amount $-300 $0 $1,000 


Luxury Plastic Chair $ -360.00 


Luxury Plastic Chair $ 360.00 es ‘ 
Additional Information 


1 2 3 
4 5 6 
7 8 g 
ie) Delete 


& Add Discount 


Net Total $ -360.00 Grand Total Paid Amount To Be Paid 


$ -360.00 $ -360.00 $0.00 


Grand Total $ -360.00 
Edit Cart Complete Order 


5. Once you checkout, you'll see the Grand Total, Paid Amount and Taxes too if applicable. 


6. — Clicking on Complete Order will complete the process and create the final return credit invoice and display the bill on the screen 
like a normal 


order 
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closing. 


B > Accounting 


Point of Sale - us test pos 


3.5 POS Closing Voucher_ 


creating a POS Closing Voucher. 


B > Accounting > POS Closing Entry » new-pos-closing-entry-1 


= New POS Closing Entry - Noi seven 


Linked Invoices 
POS Transactions 


No POS Invo 


1 ACC-PSINV-2021-00005 


2 ACC-PSINV-2021-00006 
Add Row 
Modes of Payment 


Payment Reconciliation 


No Mode of Payment 
1 Cash 
2 Credit Card 
Add Row 


All territory customer 


Sold by: Administrator 
Items 

Luxury Plastic Chair 
Totals 

Net Total 

Grand Total 
Payments 


Cash 


Print Receipt Email Receipt 


Q Search or type a command (Ctrl + G) Ga Help v 


Date 


04-21-2021 


04-21-2021 


Opening Amount Expected Amount Sisal Anoint 
$0.00 $590.00 
$0.00 $0.00 


Q Search or type a command (Ctrl + G) 


$ -360.00 


ACC-PSINV-2021-00002 


« Return 


-1 $ 360.00 


$ -360,00 


$ -360.00 


$ -360.00 


At the end of the day, the cashier can close his/her PoS by creating a POS Closing Voucher. Click on the Menu and select 'Close the POS’. 


Select the period, your POS Profile and your user to retrieve all sales registered. At the end of the day, the cashier can close his/her shift by 


Click on the Menu and select ‘Close the POS’. Select the period, your POS Profile and your user to retrieve all sales registered. 
On creating a POS Closing Voucher, all the POS invoices fetched for the selected period will be consolidated into one final Sales Invoice. 


The status of all the POS invoices will change from ‘Paid’ to ‘Consolidated’ once they are successfully consolidated into a sales invoice on 


Amount 


$240.00 2 Edit 


$360.00 @ Edit 


Difference 


@ Edit 


2 Edit 


If there are more than 10 invoices while closing a POS, consolidation of the invoices will take place in a background job and would be 


submitted after the background job gets completed. The Accounting Ledgers would be affected only after the Closing Voucher is submitted 


a Help v A 
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successfully and the consolidated sales invoices are created. 


RETAIL-_ POS INVOICE CONSOLIDATION 


In the version 13 refactor of the Point of Sale, in an effort to add speed to the Point of Sale, the sales from the POS session do not affect 
the stock and accounting ledgers until a Closing POS Voucher is submitted for that session. It functions like so: 

1. Each transaction from the POS screen now creates an intermediate invoice (called a POS Invoice) which doesn’ t update the 
stock and accounting ledgers to keep it as fast as possible. This is also called a “sub-ledger” . Separating the POS ledger from 
the General Ledger makes the system a lot more scalable. 

2. The stock and accounting entries are now created at the end of day while closing a POS session by a single sales invoice which 
merges all the intermediate invoices created throughout the day. 

3. This single consolidated sales invoice only creates 3-4 ledger entries. The older system would create n x 3 ledger entries where 

‘nis the number of invoices created throughout the day. 
4. — Since drastically fewer ledger entries are made, the load on the general ledger is also eased, making it faster. 
How Stock is Tracked Until a POS Session is Closed_ 
While it is true that the Stock Ledger will disclude transactions from any active POS session, the stock levels from this "sub-ledger" update 
the Stock Projected Quantity Report. 
Stock > Stock Reports > Stock Projected Quantity 


B > Stock Q Search or type a command (Ctrl + G) Go Hepy | 
Stock Projected Qty CreateCard  SetChart G 


PasiTest3 


Item Code — Warehouse Actual Qty Requested Qty Ordered Qty Reserved for POS Transactions Projected Qty Reorder Level Shortage Qty 


1 110101: Tomatoes Stores - PT 9,674.660 0.000 100.000 101.900 0.000 0.000 
2 110102: Peppers Stores - PT 9,924.480 0.000 0.000} 9,913.830 0.000 0.000 
3 110104: Onions Stores - PT 8.000 0.000 0.000} 6.000 0.000 0.000 
4 110105: Waterme. Stores - PT 10.000 0.000 0.000) 6.000 0.000 0.000 

Total 19,617.140 0.000 100.000 10,027.730 0.000 0.000 


For comparison, use >5, <10 or =324, For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.022739 


In the above image, the "Actual Qty” column represents the value of the stock ledger. The "Reserved for POS Transactions" represents the 
"Actual Qty" less what quantities are currently reserved because of active POS sessions that have not yet made entries on the Stock Ledger 
because the sessions have not been closed. Note also that "Projected Qty" ("Active Qty" less quantities reserved for the POS, production, 
etc.) adds a quantity of 100 to the first line item because of an order for 100 units that has yet to be received. 

Within the Point of Sale, however, quantities on order but not received will not be reflected in the "Available Qty at Warehouse" field in the 
Item Details view. In the instance below, as there's not enough quantity on-hand, the transaction won't be permitted. This applies to any 
and all open POS sessions active at any time and is applied globally (as in, the transaction from one session affects the quantities available 


for all other open sessions). 


oo, P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 249 - man.energy 800696 


> Accounting Q Search or type a command (Ctrl + G) a Help ~ ' 


Point of Sale 


Allltems Item Details x Jack x 
Click to add email / phone 


Search by item code, serial n 


Select item group Item Cart 
J Tomatoes Us Item Quantity Amount 
+ 1.8999999999996362 
Tomatoes as gaca 
‘omatoes re 
tr $2.75 T Tomatoes ES? (e276 
Quantity UOM + 
1.920 Pound 
Tomatoes Rate * UOM Conversion Factor * 
$2.75 
2.75 1 
SeBe Discount (%) Warehouse * 
0.00 Stores - PT 
P Price List Rate 
$275 
Peppers 
$3.50 | Total Quantity: 1.92 Net Total: $ 5.28 Grand Total: $ 5.60 
| 
6 1 2 3 Quantity 
1) 4 5 6 Discount 
Gaais 7 8 9 Rate 
$16.50 
f) Delete Remove 
+6 
WwW é 


e Item Unavailable 


Row #1: Stock quantity not enough for Item Code: 110101 under warehouse 
Stores - PT. Available quantity 1.8999999999996362. 


4g_bi of _ _ a 
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TOOLS- BANK RECONCILIATION 


A Bank Reconciliation entry is used to match ERP account statements with your bank account statements. 

If you are receiving payments or making payments via cheques, the bank statements will not accurately match the dates of your entry, this 
is because the bank usually takes time to “clear” these payments. 

Also, you may have mailed a cheque to your Supplier and it may be a few days before it is received and deposited by the Supplier. In ERP 
you can synchronize your bank statements and your Journal Entries using the transaction dates. 

1. What is a Bank Reconciliation Statement?_ 

The Bank Reconciliation Report provides the difference between the bank balance shown in an organization's bank statement, as provided 
by the bank against the amount shown in the companies Chart of Accounts. 


This is what a Bank Reconciliation statement looks like: 


2 
B Accounting Q Settings ~ Help + = 99+ 
Bank Reconciliation Statement Menu+ Refresh 
Set Chart 
hdfc - UP 09-10-2019 Include POS Transactions 
Posting D... Payment Document Type Payment Document Debit Credit Against Account Reference 

1 12-04-2019 Journal Entry ACC-JV-2019-00006 = 299.00 20.00 Cash - PT 

2 12-04-2019 Journal Entry ACC-JV-2019-00005 = 0.00 % 200.00 Cash - PT 

3 16-04-2019 Journal Entry ACC-JV-2019-00008 20.00 % 99.00 InterSupp 

4 03-07-2019 Payment Entry ACC-PAY-2019-00009 = 10,000.00 %0.00 Aamir 123 

5 24-09-2019 Payment Entry ACC-PAY-2019-00011 = 25.00 20.00 Archie 123 

6 25-09-2019 Payment Entry ACC-PAY-2019-00013 = 25.00 20.00 Archie 123 

7 Bank Statement balance as per Ge... 2% 8,550.00 = 0.00 

8 

9 Outstanding Cheques and Deposit... 2 10,349.00 = 299.00 

10 Cheques and Deposits incorrectly ... = 0.00 20.00 


In the report, check whether the field ‘Balance as per bank' matches the Bank Account Statement. If it is matching, it means that the Clearance 
Date is correctly updated for all the bank entries. If there is a mismatch, it's because of bank entries for which Clearance Date is not yet 
updated. 
To access Bank Reconciliation, go to: 
Home > Accounting > Banking and Payments > Update Bank Transaction Date 
2. How to Update Bank Transaction Dates_ 
1. Goto Update Bank Transaction Dates. 
2. Select your Bank Account. 
Select a from and to date. 
You can choose to include reconciled entries and POS transactions. 
Click on the Get Payment Entries button. 


Now you will get all the “Bank Voucher” type entries. 


Nn Oo oO F Ww 


In each of the entries, on the rightmost column, update the “Clearance Date” field and click on the Update Clearance 
Date button. 


By doing this you will be able to sync your bank statements and entries into the system. 
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Accounting 


Editing Row #1 


Payment Document 
Journal Entry| 


Payment Entry 


Insert Below InsertAbove Duplicate Move 


Posting Date 
12-04-2019 


Clearance Date 


Settings + 


Help + Fa 


ACC-JV-2019-00006 
Against Account 

Cash - PT 
Amount 


2% 299.00 Dr 


J— Ctrl + Up, Ctrl + Down, ESC Insert Below 


3. Types of reconciliation tools_ 
ERP has two reconciliation tools: 
1. A manual reconciliation tool allowing to set clearance dates against payment entries, sales invoice payments or journal entries 
2. Asemi-automatic reconciliation tool allowing to clear bank transactions against payment entries, sales, and purchase invoices 
payments, journal entries or expense claims. 
3.1 Manual Bank Reconciliation Tool_ 
To view this report, go to Accounts > Banking and Payments > Bank Reconciliation Statement. In the report, check whether the field 
‘Balance as per bank' matches the Bank Account Statement. If it is matching, it means that the Clearance Date is correctly updated for all 
the bank entries. If there is a mismatch, it's because the Clearance Date is not yet updated for the bank entries. 
3.2 Semi-automatic Bank Reconciliation Tool_ 
It is a two-step process: 
1. Add Bank Transactions into ERP via Bank Statement Import or Bank Account Synchronization 
2. Reconcile the Bank Statement 
3.2.1 Bank Statement Import_ 


1. Download a bank statement from your bank's website 
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Bank Account Text Booking ‘Order —— Debit | Credit Currency 
'AT096000000002110321 1512567 BG/000002918 OPSKATTUZWXXxX AT776000000098709837 Herr G 23.12.2015 23.12.2018 120EUR 
‘AT096000000002110321 Re 95282925234 FE/000002917 AT171513000281183046 Conrad Electronic 23.12.2015 23.12.2015 69.42 EUR 
[aTo96000000002110321 _———_Auszahlung Karte MC/000002916 AUTOMAT 698769 K002 27.12. 14:07 23.12.2015 23.12.2015 390 EUR 
|AT096000000002110321 Zahlungsausgang A/000002915 TRN 151223034562E12T7 TRN 15122307563452T7 12429439 1708 EUR 
aTo96000000002110321 ‘12015000011 __V1/000002514 ATWWXXX AT4701345000003510057 Bio i a 19908 EUR 
‘AT096000000002110321 Re 150012 FE/000002913 AT2044510003510069876 Labor 12. 2175EUR 
‘AT096000000002110321 VK-2015-0008 BG/000002912 OPSKATWWXXX AT906000000081063468 Armin Felder 22.12.2015 22.12.2015 5016 EUR 
'AT096000000002110321 Abbuchung Onlinebanking BG/000002911 BAWABTWWXXxX AT861400013510009940 DA Re 0513 EDI P 18.12.2015 18.12.2015 7280 EUR 
‘AT096000000002110321 Bezahlung Karte MC/000002910 2108 KO002 16.12. 21:41 OFBB 6850 FSA\\Dorbir n\6850____0400340 17.12.2015 16.12.2015 73.2EUR _ 
‘AT096000000002110321 12015000011 \vD/000002909 BUNDATWWizuX AT567100000005010067 Bio 17.12.2015 17.12.2015 1880 EUR 
|AT096000000002110321 Bezahlung Karte _ MC/000004908 5410 K002 15.12. 17:46 A-TEC ELECTRONIC GMBH\\ZU _50 16.12.2015 15.12.2015 22.54 EUR 
Make sure you have at least the date, the debit/credit and the currency on every row of your bank statement. 
To upload your Bank Statement, go to: 
Accounting > Bank Statement > Bank Statement Import 
or simply search for 'Bank Statement Import’ in the awesomebar. 

1. Select your Company and Bank Account 

2. Click Save 

3. Attach the Bank Statement 
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4. Click on 'Map Columns' to enter the mapping between columns in the uploaded Bank Statement and the Bank Transaction 


DocType 
5. Click on Start Import to start the import process. The Bank Transactions will be created via a background job, although the 


progress will be shown here 


B Accounting Bank Statement Imp... Q Settings Help~  & 

New Bank Statement Import 1 © sot saves 
Company 
moha 


Bank Account 


| I 


6. The mapping that is done is stored in the Bank document linked to the corresponding Bank Account. In the next upload, the 
mapping is taken from here but the system allows the user to change it if needed. The changed mapping is updated in the Bank 


document too. 


ICICI @&<> Menu 


DATA IMPORT CONFIGURATION 


Bank Transaction Mapping 


Field in Bank Transaction Column in Bank File 
8 Don't Import 0 
9 description 1 
10  reference_number 2 
11 date 3 
12 withdrawal 4 
13. deposit 5 
14s credit 6 


Add Row 


3.2.2 Bank Account Synchronization_ 


You can use Plaid (see Plaid Integrations page) to automatically synchronize your bank account with ERP. All your bank transactions will be 


automatically imported into ERP. 
3.2.3 Reconcile the Bank Statement_ 
Once all your bank transactions are imported into ERP, you can reconcile them with your existing vouchers. Go to: 


Accounting > Bank Statement > Bank Reconciliation Tool 
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a 


Bank Reconciliation Tool 


Company 


moha 


Bank Account 


ICICI Moha - ICICI 


RECONCILE 
Closing Balance as per Bank Statement 
= 23,543.00 
Date Party ... 


1 2020-10-04 


2 2020-10-03 


3 2020-10-02 


4 2020-10-01 


will be ranked on the basis of the maximum number of fields matched. You can match one or multiple vouchers against the same 


Party 


or simply search for ‘Bank Reconciliation Tool’ in the awesomebar. 


Enter the Closing Balance of the Bank Statement. 


Bank Statement From Date 
01-09-2020 

Bank Statement To Date 
31-03-2021 


Closing Balance as per ERP 


= 543.00 


Description 


Travelling Expenses 
T-Mobiles Payment 
M-Services 


Interest 


5: 

creating a new voucher. 
6. 

Button to Match/ Create Vouchers 
7: 


Bank Transaction using the checkboxes. 


Select your Company, Bank Account, Bank Statement Start and End Date. 


Saving the document will show the matching bank transactions. 


Difference 


= 23,000.00 


Deposit 


= 0.00 
= 0.00 
% 20,000.00 


= 15,000.00 


Make sure that the opening balance from ERP matches the opening balance of your Bank Statement. 


Upload Bank Statement 


Account Opening Balance 


70.00 
Bank Statement Closing Balance 

23,543.00 
Withdrawal _Unallocate... Reference Number 
= 146.00 = 146.00 738456287 104774 
= 15,000.00 = 15,000.00 756837465783456 
0.00 % 20,000.00 283756348568493 
20.00 2 15,000.00 753643865899226 


The final goal of Bank Reconciliation is to make the difference amount zero (green) by either matching to an existing voucher or 


For all the bank transactions which are present in the Bank Statement but do not have a clearance date, click on the Actions 


For matching, choose 'Match Against Voucher’ in ‘Action’. The vouchers that are related to this transaction will be displayed. They 


Actions 
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Reconcile the Bank Transaction Close 


Action 


Match against Voucher 


FILTERS 


Payment Entry Sales Invoice Expense Claim 


Journal Entry Purchase Invoice Show Only Exact Amount 


SELECT VOUCHERS TO MATCH 


Document Type Document Name Reference Date Amount Reference Number 


1 Payment Entry ACC-PAY-2021-01591 2021-01-11 = 146.00 assa 12763 


2 Payment Entry ACC-PAY-2021-01592 2021-01-11 = 146.00 usd supp 12763 


3 Payment Entry ACC-PAY-2021-01593 2021-01-11 = 146.00 assa 738456287104774 


TRANSACTION DETAILS 


8. To create a new voucher, choose 'Create Voucher' in the ‘Action’ and then choose the document type. Fill in the details that were 


not available in the Bank Transaction. Clicking on Submit will create the corresponding voucher and update its clearance date. 


Reconcile the Bank Transaction Close 


Action Document Type 


Create Voucher Payment Entry 


DETAILS 


Reference Number Party Type 


738456287104774 


Posting Date 


11-01-2021 


Cheque/Reference Date Project 


( 


Mode of Payment Cost Center 


TRANSACTION DETAILS 


9. It is also possible to update the Bank Transactions. Updating the Bank Transaction might help ERP in finding better matches. To 


Update a Bank transaction, choose ‘Update Bank Transaction’ in ‘Action’, fill in the required details, and click on Submit to save 
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the Bank Transaction. 


Reconcile the Bank Transaction 


Action 


Update Bank Transaction 


eference Number Party Type 


738456287104774 Supplier 


Party 


usd supp 


TOOLS- PAYMENT RECONCILIATION 


Payment Reconciliation is used to link payments with invoices. 
In complex scenarios, especially in the capital goods industry, sometimes there is no direct link between payments and invoices. For example, 
suppose a party is a customer, you send invoices to a customer and the customer sends you block payments or payments based on some 
schedule that is not linked to your invoices. 
In such cases, you can match Payments with Invoices using Payment Reconciliation. 
To access Payment Reconciliation, go to: 
Home > Accounting > Accounts Receivable > Payment Reconciliation 
1. How to Match Payments with Invoices_ 
1. Goto Payment Reconciliation. 
2. Select a Company. 
Select a Party Type and select the Party. The Receivable/Payable account will be selected automatically. 


Select the Bank/Cash account against which the payments need to be reconciled. 


ao FF w& 


If you want to filter the records, select a date range for the invoices or set minimum or maximum amount for invoices as well as 

payment transactions 

Click on the Get Unreconciled Entries button. 

7. — This will fetch all un-linked invoices and payment transactions from that party in Invoices and Payments table resp. 

8. You can either select any particular entries to be allocated or can click on Allocate button without selecting anything to allocate 
all the entries. 

9. Allocation table will be populated based on FIFO or/and selection. 

10. Allocated Amount is the amount you want to allocate for the reconciliation. 


11. Click on Reconcile to reconcile allocated entries. You will get a message that says ‘Successfully Reconciled’. 
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B > Accounting > Payment Re , Q Search or type a command (Ctri + G) a Help - A 


Payment Reconciliation «= ss«« 


TOOLS- PERIOD CLOSING VOUCHER 


A Period Closing Voucher indicates that the profit/loss for an accounting period has been balanced and the books can start fresh. 
At the end of every year or (quarterly or maybe even monthly), after completing auditing, you can close your books of accounts. This means 
that you make all your special entries like: 

e Depreciation 

e@ = Change in value of Assets 

e Defer taxes and liabilities 


e Update bad debts 


Then book your Profit or Loss. 
By doing this, your balance in your Income and Expense Accounts becomes zero. You start a new Fiscal Year (or period) with a balanced 
Balance Sheet and fresh Profit and Loss account. In ERP after making all the special entries via Journal Entry for the current fiscal year, you 
should set all your Income and Expense accounts to zero via a Period Closing Voucher. 
To access the Period Closing Voucher list, go to: 
Home > Accounting > Opening and Closing > Period Closing Voucher 
1. How to create a Period Closing Voucher_ 
1. Goto the Period Closing Voucher list and click on New. 
2. Set a posting date. 
Select the account, usually this is the ‘Reserves and Surplus’ account. 


Enter any remarks. 


a FF w 


Save and 


Submit. 


sl—_2 i P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 257 - man.energy 800696 


&. Assigned To 


+ 


@ Attachments 


Attach File + 
vw Reviews 

+ 

&, Shared With 

+ 

® Tags 
Add a tag 

0-Qo0 FOLLOW 


You edited this 


just now 


You created this 


2 minutes ago 


1.2 The fields explained_ 


1.3 What happens on submitting? 


Account. 


B > Accounting > Period Closing Voucher >» ACC-PCV-2021- 


= Reserves and Surplus - UP - submitted 


Transaction Date 


12-31-2021 


Posting Date * 


12-31-2021 


Closing Fiscal Year * 


2021 


Company * 


Unico Plastics Inc. 


Add a comment 


Ctrl+Enter to add comment 


Profit/Loss balance to the Closing Account. 


00001 


selected as Posting Date in the Period Closing Voucher. 


e Transaction Date will be Period Closing Voucher's creation date. 


Q Search or type a command (Ctrl + G) 


G Help ¥} BS 


Ledger < > e - Cancel 
Closing Account Head * 
Reserves and Surplus - UP 
The account head under Liability or Equity, in which Profit/Loss will be booked 


Remarks * 


Period Closing Voucher for 2021 


e Posting Date will be when this entry should be executed. If your Fiscal Year ends on 31st December, then that date should be 


e@ Closing Fiscal Year will be an year for which you are closing your financial statement. 


e —_ Book Cost Center Wise Profit/Loss will book closing entries as per cost center of income & expense accounting entries 


The Period Closing Voucher will make accounting entries (GL Entry). This will make all your Income and Expense Accounts zero and transfer 


You should select a liability account like Reserves and Surplus, or Any Revenue Reserve account or into Owners Capital account as Closing 
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B > Accounting 


Q Search or type a command (Ctrl + G) G Help ~ BS 


General Ledger Set Chart CreateCard CG 


Unico Plastics Inc. B 12-31-2021 12-31-2021 ACC-PCV-2021-00001 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 


Dimensions 
Pasting ... Account Debit (USD) Credit (USD) Balance (USD) Voucher Type Voucher No Against Acco... Party Type Pa 
1 Opening 0.000 0.000 0.000 
2 0.000 
3 Opening 0.000 0.000 0.000 
4 12-31-20... Cost of Goods Sold - UP 0.000 627,050.000 -627,050.000 Period Closing... ACC-PCV-2021-00001 
5 12-31-20... Reserves and Surplus - UP 0.000 9,426,831.010 -10,053,881.010 Period Closing... ACC-PCV-2021-00001 
6 12-31-20... Round Off - UP 0.010 0.000 ~-10,053,881.000 Period Closing... ACC-PCV-2021-00001 
7 12-31-20... Salary - UP 0.000 20,000,000.000 ~-30,053,881.000 Period Closing... ACC-PCV-2021-00001 
8 12-31-20... Sales-UP 30,052,800.0¢ 0.000 -1,081.000 Period Closing... ACC-PCV-2021-00001 
9 12-31-20... Sales - UP 4,591.000 0.000 3,510.000 Period Closing... ACC-PCV-2021-00001 
10 12-31-20... Sales Expenses - UP 0.000 3,500.000 10.000 Period Closing... ACC-PCV-2021-00001 
11. 12-31-20... Write Off - UP 0.000 10.000 0.000 Period Closing... ACC-PCV-2021-00001 
12 Total 30,057,391.07 30,057,391.010 0.000 
13 Closing (Opening + Total) 30,057,391.0" 30,057,391.010 0.000 
14 0.000 


If Book Cost Center Wise Profit/Loss is enabled, the net profit & loss will be booked according to the individual transaction's cost center. 


Below is the closing entry made for two sales transaction having different cost center. 


Payment. 


TOOLS- PAYMENT ORDER 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


payments is done by an Accountant (Accounts User). 


A Payment Order is an internal document to record bulk payments against Suppliers. 


Posting Date Account Debit (USD) Credit (US... Balance (USD) —_ Voucher Type Voucher No Cost Center Against V... 

1 Opening 0.000 0.000 0.000 

2 11-22-2021 Reserve and Surplus - TPC 0.000 400.000 -400.000 Period Closing Voucher ACC-PCV-2021-00038 Main - TPC 

3 11-22-2021 Reserve and Surplus - TPC 0.000 200.000 -600.000 Period Closing Voucher ACC-PCV-2021-00038 Western Branch - TPC 

4 11-22-2021 Sales - TPC 400.000 0.000 -200.000 Period Closing Voucher ACC-PCV-2021-00038 Main - TPC 

5 11-22-2021 Sales - TPC 200.000 0.000 0.000 Period Closing Voucher ACC-PCV-2021-00038 Western Branch - TPC 

6 Total 600.000 600.000 0.000 

7 Closing (Opening + Total) 600.000 600.000 0.000 


Note: If accounting entries are made in a closing Fiscal Year, even after Period Closing Voucher was created for that Fiscal Year, you should 


create another Period Closing Voucher. Later voucher will only transfer the pending P&L balance into Closing Account Head. 


In big corporations, the decision of making payment to Suppliers is done by someone like the Purchase Manager. The action of making the 


The Payment Order is the communication between the Purchase Manager and the Account notifying the accountant to proceed with the 


In ERP, using the Payment Order, you can fetch multiple Payment Requests created against a Supplier. 


Execution Time: 0.016769 sec 


48_btt 5 
MAN ENERGY 


- 259 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


1. Prerequisites" 


1. Purchase Order 
Or 
2. Purchase Invoice 
2. How to create a Payment Order_ 
1. Goto the Payment Order list and click on New. 


2. Select the Company bank account. 


Select Payment Requests 


Search Party 


| 


No filters selected 


+ Add a Filter 


Name Party 
ACC-PRQ-2021-00003 


ACC-PRQ-2021-00002 


4. The Payment Requests will be fetched into the Payment Order. 


B > Accounting > Payment Order > new-payment-order-2 


= New Payment Order - Nor savew 


Series * 


cay 


PMO- 


Company * 


Unico Plastics Inc. 


Payment Order Type * 


Payment Request 


Supplier 


Kirkland and Watkins 


Payment Order Reference 


Before creating and using the Payment Order, it is advisable to create the following first: 


3. Click on the Get from button and select Payment Request. Apply filters if needed and select the Payment Requests. 


Kirkland and Watkins 


Kirkland and Watkins 


Make Payment Request | et items | 


No. Type Name Amount 
1 Purchase Invoice ACC-PINV-2021-00009 $ 2,887.50 @ Edit 
yy Purchase Invoice ACC-PINV-2021-00008 $ 86,625.00 @ Edit 
Add Row 


5. Save and Submit the Payment Order. Now, you'll see a button to make the Payment Entries in bulk. 


Clear Filters 


Q Search or type a command (Ctri + G) Gi Help v BS 


Get Payments from < | save | 


Posting Date 


04-21-2021 


Bank 


Capital One 


Company Bank Account * 


11000478 - Capital One 


Account 


1003 - Capital One - UP 
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B > Accounting >» Payment Order >» PMO-00001 Q Search or type a command (Ctrl + G) G Help v BS 
PMO-00001 * Submitted Create Payment Entries < > (— eo Cancel 
2. Assigned To 
+ Connections ~ 
2 Attachments 
Attach File + Company * Posting Date 
Unico Plastics Inc. 04-21-2021 
vy Reviews 
+ Payment Order Type * Bank 
Payment Request Capital One 
} Shared With 
+ Supplier Company Bank Account * 


Kirkland and Watkins 11000478 - Capital One 


Account 


1003 - Capital One - UP 
O- te) FOLLOW 


Payment Order Reference 
You edited this 


acon No Type Name Amount 


You created this 
just now : 1 Purchase Invoice ACC-PINV-2021-00009 $ 2,887.50 2 Edit 


TOOLS- PROCESS STATEMENT OF ACCOUNTS 


Process Statement Of Accounts is a tool which helps you send Statement Of Accounts (General Ledger Report) and Ageing (Accounts 
Receivable Summary) Report as a PDF to your customers in bulk via email either manually or automated periodically. 

This feature is useful when you want to send email updates to customers periodically about their transactions (like Sales Invoices). In the 
PDF attachment sent via emails sent to the customers, for each customer, there will be details like invoice posting date, Sales Invoice number, 
debit and credit details, etc relevant to their account. 


The purpose of this feature is remind multiple customers that they have pending unpaid invoices. 


To access Process Statement Of Accounts list you can either search in the navbar or go to: 
Home > Accounting > Tools > Process Statement Of Accounts 
1. Prerequisites" 
1. The tool uses the email IDs of customers to send them the reports. On not finding the below email entries in the Customer 
contacts the tool won't allow you to select the respective Customer, so please ensure the following details are filled in the 
Customer documents. 


e@ Billing Email of Customer: This is mandatory and can be set within the Customer Contact with "Is Billing Contact" option 


checked. 
e Primary Email of Customer: This is not mandatory, unless you select the "Send To Primary Contact" in the form. 
2. Email Account setup with outgoing enabled. Learn more about this here. 
2. How to create a Process Statement Account entry_ 
1. Goto the "Process Statement Of Account" list view by searching in the navbar and click on "New". 
2. Enter aname for the entry, for future reference. 


3. Set the General Ledger filters for the statements which will be sent to the customers. 


e "From Date" and "To Date" filters will be hidden and auto-filled dynamically when "Enable Auto Email" option is 
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B > Accounting > Process Statement Of Accounts > new-process-statement-of-accounts-1 


= New Process Statement Of Accounts 


B > Accounting > Process Statement Of Accounts > new-process-statement-of-accounts-1 


= New Process Statement Of Accounts 


selected. 


"Project" and "Cost Center" are Table MultiSelect fields. Meaning you can select multiple Projects and Cost Centers in 


the General Ledger filters. 


Q Search or type a command (Ctrl + G) G Help ~ BS 


* Not Saved 


Name * 


General Ledger Filters 


From Date To Date 


03-21-2021 04-21-2021 


Company * Finance Book 


Unico Plastics Inc. 


Account Currency 


USD 


Group By Project 


Group by Voucher (Consolidated) c 


Cost Center 


4. In the "Customers" section, you have an option to select customers in the child table and fetch their primary and billing emails. 


The "Select Customer By" field lets you select customers in bulk, by grouping them based on "Customer Group", 


mon 


"Territory", "Sales Partner", and "Sales Person" by entering the selection and clicking on "Fetch Customers". 


In tree doctypes like "Territory", "Sales Person", and "Customer Group" on selecting group values, the customers having 


the child values of these fields will also be fetched. So when you select "Dubai" as territory in the form, all customers 


with "Territory" values under Dubai in the Territory tree will get selected. 


The "Send To Primary Contact" option will send the Statement Of Account to the primary contact email IDs of the 


customers too apart from the billing email. 


Q Search or type a command (Ctrl + G) rat 


* Not Saved 


Customers 


Select Customers By Send To Primary Contact 


Customer Group fe] 


Customer Group 


All Customer Groups 


Fetch Customers 


Customers 
No. Customer Billing Email Primary Contact Email 
1 Orange Inc. tom.hanks@orange.com tom.hanks@orange.com @ Edit 
Add Row 


5. In "Print Preferences" section you can select 2 things: 


Print orientation of the PDF file, either "Landscape" or "Portrait". 
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= New Process Statement Of Accounts - Nor saver 


Print Preferences 


Orientation 


Landscape 


= New Process Statement Of Accounts - \o: sever 


Email Settings 


Enable Auto Email 


Frequency 


Weekly 


Filter Duration (Months) 


1 


Subject 


Statement of Accounts for {{doc.customer}} 


Body 


Normal 2 BIUK A tit 


Hello, 


entry. 


sent. 


default values will be set like shown below. 


7. Review your settings and click on "Save". 


3. Features_ 


3.1 Download consolidated PDF of all customers_ 


You can use this for reviewing. 


3.2 Send emails manually 


options are weekly, monthly, and quarterly. 


B > Accounting > Process Statement Of Accounts > new-process-statement-of-accounts-1 


B > Accounting > Process Statement Of Accounts > new-process-statement-of-accounts-1 


e@ Whether you want to see the ageing report (Accounts Receivable Summary report), which shows the ageing amount 


for 30/60/90/120 days for vouchers (like Sales Invoice), based on either "Due Date" or "Posting Date". 


6. The "Email Settings" section lets you configure how you want the emails to be sent. There are two subsections in this: 


Please find attached your statement of accounts from {{doc.from_date}} to {{doc.to_date}} 


@ ~=On selecting "Enable Auto Email" you will see the options to send automated periodic reports to the customers in the 


e@ You can select the "Frequency" at which the emails will be sent after the "Start Date" to the customers. The available 


e You can also select the "Filter Duration" in months. For example, if you set "Filter Duration" as '3', you'll get the reports 


for the last three months counting from the current date. Here, current date refers to the date on which the emails are 


e@ = These mails are not sent right away, but at midnight as a background process. 


e = After this you can select the "Subject", "CC To", and "Body" fields of the email. If you don't set values to this field, 


Now, wait for the emails to get sent if you've enabled "Enable Auto Email" or click on Send Emails to send them immediately. 


On creating an entry, there is a button seen at the top called "Download" which lets you see the consolidated report PDF of all customers. 


Q Search or type a command (Ctrl + G) G Help v BS 


Include Ageing Summary 


Ageing Based On 


Due Date 


a Help ~ BS 


Q Search or type a command (Ctrl + G) 


Start Date 


04-21-2021 


CC To 


MAN ENERGY 


- 263 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


On creating an entry, there is a button seen at the top called "Send Emails" which lets you trigger email sending manually to the customers. 
The emails are queued via a background job, which you can track in the "Email Queue" doctype with the DocType and Document references. 


You can do this even if "Enable Auto Email" is on. 


B > Accounting > Process Statement Of Accounts >» Statement of Accounts Q Search or type a command (Ctrl + G) G Help v BS 


= Statement of Accounts <ll>lle 


& Assigned To 


+ General Ledger Filters 


Company * Finance Book 
@ Attachments 


Unico Plastics Inc. 


Attach File + 
Account Currency 
vw Reviews 
USD 
+ 
Group By Project 


& Shared With 
Group by Voucher (Consolidated) . 


+ 
Cost Center 
® Tags 
Add a tag... 
O- te) FOLLOW 
Customers 
Select Customers By Send To Primary Contact 


You edited this 


st nc A 
quer nONt Customer Group 4 
You created this 

just now Customer Group 


3.3 Using dynamic values in the Email Subject and Body 
You can use Jinja tags to enter dynamic values from: 
e@ = The customer to which the email will be sent to under the "customer" object 
e Any field in the selected Process Statement Of Account document under the "doc" object 


e = Any method in frappe.utils under the "frappe" object 


They can be used as shown below: 


B > Accounting > Process Statement Of Accounts > Statement of Accounts Q Search or type a command (Ctrl + G) G Help» BS 


= Statement of Accounts SendEmails Download < > @& 


Subject CC To 


Statement of Accounts for{{{doc.customer}} 


Body 


Normal $ B IU 


Hello, 


Please find attached your statement of accounts from{{doc.from_date}} to {{doc.to_date}} 


Resulting Email: 
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Statement of Accounts | Inbox x = 2 
(FROTTR OPT © 8:31PM(Ominutesago) yy & 
t <a 
Hello, 
Please find attached your statement of accounts from 03-21-2021 to 04-21-2021 
Unico Plastics Inc. 
Sent via ERPNext 
[Z Orange Inc..pdf y 
# Reply = Forward 
Report PDF: 
Orange Inc. 
Statement of Accounts 
03-21-2021 to 04-21-2021 
Date Ref Party Debit Credit Balance (Dr - Cr) 
Opening 0.00 0.00 0,00 
04-21-2021 Sales Invoice Against: Sales - UP 63,750.00 0.00 63,750.00 
ACC-SINV-2021-00013 Remarks: No Remarks 
04-21-2021 Sales Invoice Against: Sales - UP 3,090.00 0.00 66,840.00 
ACC-SINV-2021-00012 Remarks: No Remarks 
04-21-2021 Sales Invoice Against: Sales - UP 3,285.00 0.00 70,125.00 
ACC-SINV-2021-00014 Remarks: No Remarks 
Total 70,125.00 0.00 70,125.00 
Closing (Opening + Total) 70,125.00 0.00 70,125.00 
Ageing Report Based On Due Date 
Up to 04-21-2021 
30 Days 60 Days 90 Days 120 Days 
0.0 0.0 0.0 0.0 
Printed On 04-21-2021 06:01:33 
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ACCOUNTING REPORTS 


1. Company and Accounts_ 


General Ledger_ 


account so it lists them all up. 


B > Accounting 


General Ledger 


Unico Plastics Inc. 


Consider Ac 
Dimensions 


Posting ... Account 


1 Opening 


2 04-14-20... Creditors - UP 


2. Accounting Statements_ 


3 04-14-20... Stock In Hand - UP 

4 Total 

5 Closing (Opening + Total) 

For comparison, use >5, <10 or =324. For ranges, use 5 


Some of the major accounting reports are: 


counting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Debit (USD) Credit (US.. Balance (USD) Voucher Type Voucher No Against Acco... 
859,000.000 859,000.000 0.000 
0.000 535,550.000 -535,550.000 Purchase Invoice ACC-PINV-2021-00001 Stock In Hand ... 

535,550.000 0.000 0.000 Purchase Invoice ACC-PINV-2021-00001 Apple Inc. 
535,550.000 535,550.000 0.000 
1,394,550.00( 1,394,550.00€ 0.000 

10 (for values between 5 & 10) 


Go to: Accounts > Company and Accounts > General Ledger. 


The General Ledger is a detailed report for all transactions posted to each account and for every transaction there is a Credit and Debit 


The report is based on the table GL Entry and can be filtered by many pre-defined filters like Account, Cost Centers, Party, Project and 
Period etc. This helps you to get a full update for all entries posted in a period against any account. The result can be grouped by Account, 
Voucher/Transaction and Party with opening and closing balances for each group. In case of multi-currency accounting, there is also an 


option to check the amounts in any other currency than company's base currency. 


Q Search or type a command (Ctrl + G) 


Create Card Set Chart SG 


04-14-2021 04-14-2021 


Group by Voucher (Consol 


2.1 Accounts Receivable and Accounts Payable (AR / AP)_ 
Go to: Accounts > Accounting Statements > Accounts Receivable. 
These reports help you to track the outstanding amount of Customers and Suppliers. It also provides ageing analysis i.e. a break-up of 


outstanding amount based on the period for which the amount is outstanding. 


Q Help» BS 


Party Type Party 


Supplier Apple Inc. 


Execution Time: 0.016101 sec 
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Q Search or type a command (Ctrl + G) QO Help» BS 


B > Accounting 


Accounts Receivable Accounts Receivable Summary SetChart AddCharttoDashboard CreateCard G 
Unico Plastics Inc. 04-21-2021 in er T Due Date 
30 60 90 Business Un 120 ner 


Group By Customer Based On Payment Terms 


Show Future Payments Show Linked Delivery Notes Show Sales Person 


® 0-30 @ 31-60 @ 61-90 B® 91-120 @ 121-Above 
12353601 10350000 7350000 
Posting ... Customer Customer Co... Cost Center Voucher Type Voucher No Due Date invoiced Amo... Paid Amount Credi 
1 01-14-20... Sysco Inc. Sales Invoice ACC-SINV-2021-00002 01-14-20... $ 7,350,000.00 $ 0.00 
2 02-10-20... Sysco Inc. Sales Invoice ACC-SINV-2021-00003 02-10-20... $ 10,350,000.00 $ 0.00 


2.1.1 Accounts Receivables based on Payment terms_ 
You can also see Accounts Receivables based on Payment Terms. 
Accounts Receivable report based on payment terms can be seen by clicking the checkbox 'Based On Payment Terms' as shown in the 


following screenshot. 


Q Search or type a command (Ctrl + G) a Help» BS 


B > Accounting 


Accounts Receivable Summary Create Card Set Chart Add Chart to Dashboard 9G 


Accounts Receivable 


Unico Plastics Inc. 04-21-2021 ance Boo Cost Center Custo Due Date 


30 60 90 B n 120 r 


Based On Payment Terms 


Group By Customer 


Show Future Payments Show Linked Delivery Notes Show Sales Person 


Outstanding amount against each payment term can be seen. Invoiced Amount shows each payment term amount and Paid 


Amount shows paid amount against each payment term. Payment against each term is allocated in FIFO order. 


Customer Voucher Type Voucher No Due Date Payment Term Invoice Grand Total invoiced Amount Paid Amount Credit Note Outstanding Amount 
CM Enterp... Sales Invoice ACC-SINV-2018-00001 | 17-01-20... |After Dispatch = 50,000.00 2% 15,000.00 2% 15,000.00 
CM Enterp... Sales Invoice ACC-SINV-2018-00001 | 16-02-2... |On Delivery = 50,000.00 = 25,000.00 % 25,000.00 
CM Enterp... Sales Invoice ACC-SINV-2018-00001 | 18-03-2... [Final Settlement = 50,000.00 2 10,000.00 = 10,000.00 


'\(/docs/v13/assets/img/accounts/) 
2.2 Trial Balance_ 


Go to: Accounts > Accounting Statements > Trial Balance. 


“Group” ) for any given 


A Trial Balance is an accounting report which lists account balances for all your Accounts ( “Ledger” and 
reporting period. A company prepares a trial balance periodically, usually at the end of every reporting period. The general purpose of 
producing a trial balance is to ensure the entries in a company's bookkeeping system are mathematically correct. The totals of Debit and 


Credit columns must be same for any given period, to ensure the entries are correct. In ERP, the report shows following columns: 


48_btt 5 
MAN ENERGY 


- 267 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


@ = Opening (Dr): Opening debit balance as on From Date 

@ = Opening (Cr): Opening credit balance as on From Date 

e Debit: Total Debited amount against the account between the selected period 
@ = Credit: Total Credited amount against the account between the selected period 
e@ = Closing (Dr): Closing debit balance as on To Date 


e@ = Closing (Cr): Closing credit balance as on To Date 


There are some other options as well to include or exclude Period Closing Entries, show / hide accounts with zero balance and to show 


unclosed previous fiscal year's P&L (Income & Expenses) balances. All the figures in the report are shown in company's base currency. 


B > Accounting Q Search or type a command (Ctrl + G) ra Help» BS 
Trial Balance Create Card  SetChart CG 
Unico Plastics Inc. 2021 01-01-2021 12-31-2021 
@ Period Closing Entry Show zero values Show unclosed fiscal year's 


P&L balances 


@ Include Default Book Entries 


Account Opening (Dr) Opening (Cr) Debit Credit Closing (Dr) Closing (Cr) 

1 ~ Application of Funds (Assets) $784,000.00 $0.00 $39,745,058.50 $8,006,402.50 $32,522,656.00 $0.00 
2 > Current Assets $0.00 $0.00 $39,742,058.50 $8,003,402.50 $31,738,656.00 $0.00 
13 v Fixed Assets $ 75,000.00 $ 0.00 $ 3,000.00 $ 3,000.00 $ 75,000.00 $0.00 
14 Electronic Equipments $ 75,000.00 $0.00 $ 3,000.00 $ 3,000.00 $ 75,000.00 $0.00 
15 > Temporary Accounts $ 709,000.00 $ 0.00 $0.00 $0.00 $ 709,000.00 $0.00 
17 > Source of Funds (Liabilities) $0.00 $0.00 $19,778.13 $31,695,434.13 $0.00 $31,675,656.00 
30 > Equity $0.00 $784,000.00 $0.00 $0.00 $0.00 $784,000.00 
33 > Income $0.00 $0.00 $30,127,391.00 $30,193,391.00 $0.00 $66,000.00 
36 > Expenses $0.00 $0.00 $20,633,560.01 $20,630,560.01 $3,000.00 $0.00 
45 

46 Total $784,000.00 $784,000.00 $90,525,787.64 $90,525,787.64 $32,527,619.13 $32,527,619.13 


2.3 Balance Sheet_ 

Go to: Accounts > Accounting Statements > Balance Sheet. 

A Balance Sheet is the financial statement of a company which states assets, liabilities and equity at a particular point in time. 

The Balance Sheet in ERP gives you more flexibility to analyse your financial position. You can run the report across multiple year to compare 


values. You can check values for a specific Finance Book or Cost Center. You can also choose any other currency to display the balances. 
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B >» Accounting Q. Search or type a command (Ctrl + G) Q Help» BS 
Balance Sheet Financial Statements > Create Card Set Chart Add Chart to Dashboard CG 
Unico Plastics Inc. inance Book Fiscal Year : 2021 2021 Quarterly 
Currency 3 Cost Center Business Unit @ Accumulated Values @ include Default Book Entries 
Total Asset Total Liability Total Equity Provisional Profit / Loss (... 
$ 32.522.656.00 $ 31.675.656.00 $ 784,000.00 $ 63.000.00 
40M 
_————— ee 

320M ae 
20M 
10M 

o 

dan 21-Mar 21 Apr 2t-Jun 2% Jul 21-Sep 21 Oct 21-Dec 21 
@ Assets ® Liabilities @ Equity 
Account Jan 21-Mar 21 Apr 21-Jun 21 Jul 21-Sep 21 Oct 21-Dec 21 

1 v Application of Funds (Assets) $31,121,100.00 $ 32,522,656.00 $ 32,522,656.00 $32,522,656.00 
2 ~ Current Assets $ 31,121,100.00 $ 31,738,656.00 $ 31,738,656.00 $ 31,738,656.00 
3 v Accounts Receivable $ 30,050,000.00 $ 22,738,726.00 $ 22,738,726.00 $ 22,738,726.00 
4 Debtors $ 30,050,000.00 $ 22,735,135.00 $ 22,735,135.00 $ 22,735,135.00 
5 Debtors EUR $0.00 $ 3,591.00 $ 3,591.00 $ 3,591.00 


2.4 Cash Flow Statement_ 
Go to: Accounts > Accounting Statements > Cash Flow. 


A Cash Flow is a financial statement which shows the incoming and outgoing of cash or cash-equivalents for a company. It is used to analyse 


the liquidity position of the company. 
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Cash Flow Financial Statements + Create Card 


2.5 Profit and Loss Statement_ 
Go to: Accounts > Accounting Statements > Profit and Loss Statement. 
A Profit and Loss Statement is a financial statement which summarizes all the revenues and expenses in 


known as P&L Statement. 


Currency ~ Cost Center Project Include Default Book Entries 


Total Income Total Expense Net Profit 
$ 30.050.000.00 $ 20.535.550.00 $ 9,514,450.00 
40M 
30M 
20M 
10M 
a kh bk 
Jan Feb ... Mar Apr May Jun Jul... Aug. Sep Oct 
®@ Income @ Expense @ Net Profit/Loss 
Account Jan 2021 Feb 2021 Mar 2021 Apr 2021 


2.6 Consolidated Financial Statements_ 


B > Accounting Q Search or type a command (Ctrl + G) Q Help ~ BS 


Set Chart Add Chart to Dashboard Cc 


Unico Plastics Inc. F ice Book Fiscal Year > 2021 2021 Monthly 
t Include Default Book Entries 
Net Cash from Operations Net Cash from Investing Net Cash from Financing Net Change in Cash 
$ -12.621.804.37 $ -75.000.00 $ 784.000.00 $-11.912.804.37 
BM 
° -— 
5M 
10M 
“15M 
20M 
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec Total 
@ Net Cash from O...@ Net Cash from |... @ Net Cash from F... 
Account Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 
1 v Cash Flow from Operations 
2 Profit for the year $ 1,814,450.00 $ 2,850,000.00 $ 4,850,000.00 $-24,618.99 $0.00 $0.00 
3 Depreciation $0.00 $ 0.00 $0.00 $0.00 $0.00 $0.00 
4 Net Change in Accounts Receivable $ -7,350,000.00 $ -10,350,000.00 $ -12,350,000.00 $ 7,311,274.00 $0.00 $0.00 


In ERP, you can run the report across multiple year / period to compare the values. You can also check values for a specific Finance Book, 
Project or Cost Center. You can also choose any other currency to display the balances. If you are running the report to see quarterly / 


monthly balances, you can choose whether you want to show accumulated balances or only for each period. 


B > Accounting Q Search or type a command (Ctrl + G) Gi Help» BS 
Profit and Loss Statement Financial Statements ? Create Card Set Chart Add CharttoDashboard G 
Unico Plastics Inc. Finance Book Fiscal Year ° 2021 2021 Monthly 


a given period. The report is also 


Nov Dec Total 


May 2021 Jun 2021 
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Go to: Accounts > Accounting Statements > Consolidated Financial Statement. 
The report shows a consolidated view of Balance Sheet, Profit and Loss Statement and Cash Flow for a group company, by merging financial 


statements of all the subsidary companies. It shows balances for all individual company and as well as accumulated balances for a group 


company. 
B > Accounting Q Search or type a command (Ctrl + G) G Help ~ BS 
Consolidated Financial Statement Create Card  SetChart AddCharttoDashboard CG 
Unico Holdings Inc. Fiscal Year 2021-2022 2021-2022 Fin, E Profit and Loss Statement 
USD Accumulated Values in @ Inctude Default Book Entries 
Group Company 
Total Income Total Expense Net Profit 
$ 26.70.000.00 $ 16.00.000.00 $ 10.70.000.00 
2M 
15M 
im 
500 K 
— 
Unico Holdings Inc Unico Services Inc. Unico Consulting Inc 
@ Income @ Expense @ Net Profit/Loss 
Account Unico Holdings Inc. Unico Services Inc. Unico Consulting ... 
1 © Income $0.00 $0.00 $0.00 
2 ¥ Direct Income $ 13,35,000.00 $ 8,00,000.00 $ 5,35,000.00 
3 Sales $ 13,35,000.00 $ 8,00,000.00 $ 5,35,000.00 
4 Service $0.00 $ 0.00 $0.00 
3. Taxes_ 


3.1 Sales and Purchase Register_ 

Go to: Accounts > Taxes > Sales Register or Purchase Register. 

The Sales and Purchase Register report shows all the Sales and Purchase transactions for a given period with invoiced amount and tax 
details. In this report, each taxes has a separate column, so you can easily get total taxes collected / paid for a period for each individual tax 


type, which helps to pay the taxes to government. 
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2021 


B > Accounting 


Sales Register 


03-21-2021 
Invoice 
1 ACC-SINV-202 
2. ACC-SINV-202 
3 ACC-SINV-202 
4 ACC-SINV-202.. 
5  ACC-SINV-202 
6  ACC-SINV-202. 
7 ACC-SINV-202.. 
g  ACC-SINV-202... 
g  ACC-SINV-202 
10 ACC-SINV-202 
11 ACC-SINV-202.. 


Budget 


Cost Center 


1 Main - UP 
2 Main - UP 
5. Analytics_ 


04-21-2021 


Postin. Customer 


04- 


04- 


04- 


04 


04- 
04- 
04- 
04- 
04- 
04- 


04- 


4.1 Budget Variance_ 


Show Cumulative Amount 


21-2 Walk-in Custo. 
21-2 Orange Inc. 


21-2... Orange Inc. 


-21-2.... Orange Inc. 


19-2 Sysco Inc. 
19-2 Sysco Inc. 
19-2... Sysco Inc. 
18-2... Sysco Inc. 
16-2 Excellent GmbH 
16-2 Sysco Inc. 


16-2... Sysco Inc. 


4. Budget and Cost Center_ 


Budget Variance Report 


2021 


Customer Na... 


Walk-in Custo. 
Orange Inc. 
Orange Inc. 
Orange Inc. 
Sysco Inc 
Sysco Inc. 
Sysco Inc. 
Sysco Inc. 
Excellent GmbH 
Sysco Inc. 


Sysco Inc 


Yearly 


Customer Gr. 


All Customer G. 


All Customer G... 


All Customer G... 


All Customer G. 


All Customer G.. 


All Customer G. 


All Customer G... 


All Customer G. 


All Customer G. 


All Customer G... 


All Customer G... 


2021 


® 25011999.99952 
Budget 


Q fearch or type a command (Ctrl + G) 


Unico Plastics Inc. 


Territory 


All Territ 
All Territ. 
All Territ 
All Territ 


All Territ 


All Territ.. 


All Territ 


All Territ 


All Territ. 


All Territ. 


All Territ 


Go to: Accounts > Budget and Cost Center > Budget Variance Report. 


Unico Plastics Inc. 


Tax Id Receiv 


Debtors 


Debtors 


Debtors . 


Debtors ... 


Debtors 


Debtors 


Debtors . 


Debtors ... 


Debtors 


Debtors 


Debtors 


Mode Of Pay 


Cash 


Set Chart 


Project 


In ERP, you can assign expense budget for an expense account against any specific cost center. This report gives a comparison between 


budgeted and actual expenses and the variance (the difference between the two) in monthly / quarterly / yearly view. 


B > Accounting 


Q Search or type a command (Ctrl + G) 


Create Card 


@® 5024000 


Actual Expense 


Actual Expense 


Account 


Salary - UP 


Telephone Expense. 


Budget 2021 


25,000,000.000 


12,000.000 


5.1 Item wise Sales and Purchase Register_ 


Actual 2021 


5,000,000.000 


24,000.000 


report you can have a look of which items are sold or purchase most. 


Variance 2021 


20,000,000.000 


-12,000.000 


Go to: Accounts > Analytics > Item-wise Sales Register or ltem-wise Purchase Register. 


Cost Center 


Set Chart 


Add Chart to Dashboard G 


The Item Wise Sales and Purchase Register report shows all the Sales and Purchase transactions for a given period with item rate, quantity, 


amount and tax details. In this report, taxes has a separate column, so you can easily get individual taxes for each individual item. From this 


Create Card G 


Owner 


basawaraj@erpnext. 
basawaraj@erpnext. 
basawaraj@erpnext.. 
basawaraj@erpnext.. 
basawaraj@erpnext. 
basawaraj@erpnext 
basawaraj@erpnext... 
basawaraj@erpnext.. 
basawaraj@erpnext 
basawaraj@erpnext. 


basawaraj@erpnext. 


P.O 


Dubai, United Arab Emirates 


man.energy 800896 
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11 


11 


> Accounting 


03-21-2021 


Item Code 


Consulting Ser... 
Consulting Ser... 
PETE - Domestic 
Plastic Chair Set 
Luxury Plastic ... 
Dinner Set Chair 
PETE 
PETE 
PETE 
PETE 


iPhone 13 Pro ... 


> Accounting 


03-21-2021 


Item Code 


iPhone 13 Pro ... 


Excellent GmbH 


PETE - Domestic 
Consulting Ser... 
Consulting Ser... 


Orange Inc. 


iPhone 13 Pro... 
iPhone 13 Pro ... 


PETE 


Item-wise Sales Register 


04-21-2021 


Item Gro 


Item Name 


Consulting Ser... 
Consulting Ser... 
PETE - Domestic 
Plastic Chair Set 
Luxury Plastic ... 
Dinner Set Chair 
PETE 
PETE 
PETE 
PETE 


iPhone 


Item-wise Sales Register 


Item Group 


Services 
Services 
Raw Material 
Products 
Products 
Products 
Products 
Products 
Products 
Products 


All tem Groups 


04-21-2021 


Item Gro’ 


Item Name 


iPhone 


PETE - Domestic 
Consulting Ser... 


Consulting Ser... 


iPhone 
iPhone 


PETE 


Item Group 


All Item Groups 


Raw Material 
Services 


Services 


All Item Groups 
All Item Groups 


Products 


5.2 Sales or Purchase Invoice Trends_ 


Description 


Consulting Services 
Consulting Services 
PETE - Domestic 
Plastic Chair Set 
Luxury Plastic Chair 
Dinner Set Chair 
PETE 

PETE 

PETE 

PETE 


iPhone 


Description 


iPhone 


PETE - Domestic 
Consulting Services 


Consulting Services 


iPhone 
iPhone 


PETE 


Customer : 


Unico Plastics Inc. 


Invoice 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


Posting Date 


04-21-2021 
04-21-2021 
04-21-2021 
04-21-2021 
04-21-2021 
04-21-2021 
04-19-2021 
04-19-2021 
04-19-2021 
04-18-2021 


04-16-2021 


Unico Plastics Inc. 


Invoice 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


ACC-SINV-202... 


Posting Date 


04-16-2021 


04-21-2021 
04-21-2021 


04-21-2021 


04-16-2021 
04-16-2021 


04-19-2021 


Go to: Accounts > Analytics > Sales Invoice Trends or Purchase Invoice Trends. 


basis. You will get the idea of sales and purchase both in quantity and amount. 


Q Search or type a command (Ctrl + G) 


Customer Gr... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


All Customer G... 


Set Chart 


Customer 


Orange Inc. 
Orange Inc. 
Orange Inc. 
Walk-in Custo... 
Walk-in Custo... 
Walk-in Custo... 
Sysco Inc. 
Sysco Inc. 
Sysco Inc. 
Sysco Inc. 


Sysco Inc. 


You can find out which Item is more popular in which region or which Customer is buying which Item more. 


ra 


Warehouse 


Customer Na... 


Orange Inc. 
Orange Inc. 
Orange Inc. 
Walk-in Custo... 
Walk-in Custo... 
Walk-in Custo... 
Sysco Inc. 
Sysco Inc. 
Sysco Inc. 
Sysco Inc. 


Sysco Inc. 


Help ~ BS 


Create Card G 


Receiv... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


Debtors ... 


More detailed analysis can also be done by using the 'Group By’ filter which gives sales data for a specific Customer, Supplier, Territory, etc. 


Q Search or type a command (Ctrl + G) Q Help v BS 
Create Card Set Chart SG 
Mode of Payme W use 

Receiv... Mode Of Pay... Territory Project Compa... 

Debtors ... All Territ... Unico PI... 
Debtors ... All Territ... Unico PI... 
Debtors ... All Territ... Unico PI... 
Debtors ... All Territ... Unico PI... 
Debtors ... All Territ... Unico PI... 
Debtors ... All Territ... Unico PI... 
Debtors ... All Territ... Unico PI... 


Another very useful report is invoice trends, From this report you can easily get the trending items on monthly, quaterly, half yearly or yearly 


4g_bs 


sr 
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B > Accounting 


Monthly 


Item 


1 Consulting Ser... 
2 _ Dinner Set Chair 
3. iPhone 13 Pro... 
4 Luxury Plastic ... 
5 PETE 

6 PETE - Domestic 


7 Plastic Chair Set 


B > Accounting 


7. Other Reports_ 


Sales Invoice Trends 


Item 


Item Name 


Consulting Ser... 
Dinner Set Chair 
iPhone 

Luxury Plastic ... 
PETE 

PETE - Domestic 


Plastic Chair Set 


partially been created. 


/ partially been created. 


7.1 Party Wise Trial Balance_ 


Trial Balance for Party 


7.2 Customer Credit Balance_ 


Q Search or type a command (Ctrl + G) 


2021 


Create Card SetChart © 


Unico Plastics Inc. 


Jan (Qty) Jan (Amt) Feb (Qty) Feb (Amt) Mar (Qty) Mar (Amt) 


1.000 $7,350,000.00 


Total 1.000 $7,350,000.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 
6. To Bill. 


not been created / partially been created. 


has not been created / partially been created. 


Unico Plastics Inc. 2021 01-01-2021 
OL Show zero values 
Customer Opening (Dr) Opening (Cr) Debit 
1 Excellent GmbH $ 0.00 $ 0.00 $ 3,591.00 
2 Orange Inc. $ 0.00 $ 0.00 $ 70,125.00 
3. Sysco Inc. $ 0.00 $0.00 $ 30,126,375.00 
4 Walk-in Customer $ 0.00 $ 0.00 $ 1,800.00 
5 Totals $ 0.00 $0.00 $30,201,891.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


1.000 $ 10,350,000.00 


1.000 $10,350,000.00 


suppliers. You can easily get for all of your customers or suppliers and also for individual. 


1.000 $ 12,350,000.00 


1.000 $12,350,000.00 


e Ordered Items To Be Billed: The report shows the items which has been ordered by customers, against which Sales Invoice has 


e Delivered Items To Be Billed: The items which has been delivered to the customers, but Sales Invoice has not been created / 


e@ Purchase Order Items To Be Billed: The report shows the items which has been ordered from the suppliers, but Purchase Invoice 


e@ Received Items To Be Billed: The items which has been received from the suppliers, but Purchase Invoice has not been created 


Go to: Accounts > Other Reports > Trial Balance for Party. Usually you might need to see the trial balance for your customesrs and 


Q Search or type a command (Ctrl + G) 


12-31-2021 
Credit Closing (Dr) 
$ 0.00 $ 3,591.00 
$ 0.00 $ 70,125.00 


$ 7,461,375.00 $ 22,665,000.00 
$ 1,790.00 $ 10.00 


$7,463,165.00 $ 22,738,726.00 


The report shows the credit limit, outstanding and credit balance for each customer. 


Create Card Set Chart SG 


Customer 


Closing (Cr) 


$ 0.00 
$ 0.00 
$ 0.00 
$0.00 


$ 0.00 


Apr (Qty) Apr (Amt) 
2.000 $ 63,000.00 
4.000 $ 960.00 
3.000 $ 5,591.00 
2.000 $ 720.00 
0.000 $ 0.00 
1.000 $ 3,000.00 
1.000 $ 120.00 

13.000 $73,391.00 


Execution Time: 0.011428 sec 


Qa Help» BS 
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DEFERRED REVENUE/EXPENSE REPORT 


process. 
Report can calculate the actual and expected/upcoming posting for a deferred item at the item and invoice level. 


Deferred Revenue_ 


= Deferred Revenue and Expen: 


@ localhost:8011/app/query- 


B > Accounting Q Search or type a command (Ctrl + G) ra 


Deferred Revenue and Expense CreateCard  SetChart Add Chart to Dashboard 


LISP Machine Fiscal Year 2021-2022 2021-2022 Monthly Revenue 


Show with upcoming 
revenue/expense 


‘Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 Jan 2022 Feb 2022 Mar 2022 


® Actual Posting @® Expected 


Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 Jan 2022 Feb 2022 Mar 2022 


f 
4 ¥ SINV-21-00007 = 0.00 0.00 70.00 %0.00 %2,000.00 % 2,000.00 %2,000.00 %2,000.00 % 2,000.00 %2,000.00 %2,000.00 % 2,000.00 


2 OneYear 1GBps € %0.00 0.00 % 0.00 %0.00 ¥%2,000.00 %2,000.00 %2,000.00 % 2,000.00 % 2,000.00 %2,000.00 %2,000.00 % 2,000.00 


Deferred Expense_ 


B > Selling Q Search or type a command (Ctrl + G) Q Help» BS 
Customer Credit Balance CreateCard  SetChart  G 
Unico Plastics Inc. Cus 
Customer Credit Limit Outstandi... Credit Balance Bypas... Is Froz... Disabled 

4 Orange Inc. $50,000.00 $70,125.00 $ -20,125.00 

2. Sysco Inc. $ 30,000,000.00 $22,700,000. $7,300,000.00 

3 Excellent GmbH $ 50,000.00 $ 3,591.00 $ 46,409.00 

For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.014433 sec 


Calculating the actual income/expense from a Sales/Purchase Invoice with deferred items can be tricky. This report aims to simplify that 
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= Deferred Revenue andExpens: X = + 


Cc 


B > Accounting 


© localhost:8011 e%20and%20Expense 


Q Search or type a command (Ctrl + G) 


Deferred Revenue and Expense Create Card Set Chart 


LISP Machine Fiscal Year 2021-2022 2021-2022 Monthly 


Show with upcoming 
revenue/expense 


Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dee 2021 Jan 2022 


© Actual Posting ® Expected 


Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 Jan 2022 Feb 2022 


1 v PINV-21-00002 %0.00 0.00 0.00 0.00 


2 Office Rent = 0.00 %0.00 0.00 0.00 


MULTI CURRENCY ACCOUNTING 


Transacting in two different currencies is known as Multi Currency Accounting. 

transactions in that currency and the system will show bank balance in that specific currency only. 
Customers/Suppliers. 

1. Setup_ 


1.1 Set currency in Chart of Accounts_ 


from Chart of Accounts while creating an Account. 


Feb 2022 


sa 


Add Chart to Dashboard 


Expense 


Mar 2022 


Mar 2022 


%0.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 


%0.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 %-1,000.00 


Help v 


G 


In ERP, you can make accounting entries in multiple currencies. For example, if you have a bank account in foreign currency, you can make 


Bank accounts in foreign currencies can be for other branches of your own company or Debtors/Creditors account for foreign 


To get started with multi-currency accounting, you need to assign accounting currency in the Account record. You can define Currency 
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& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 
+ 


® Tags 
Add a tag... 


90-Qo0 
You edited this 


just now 


You created this 
just now 


= 1006 - Bank of America - UP 


FOLLOW 


B >» Accounting > Account > 1006 - Bank of America - UP 


| Disable 


Account Number 


1006 


Is Group 


Company * 


New Account 


New Account Name * 


Bank of America 


Name of new Account. Note: Please don't create accounts for Customers and Suppliers 


Account Number 


Number of new Account, it will be included in the account name as a prefix 


is Group 


Further accounts can be made under Groups, but entries can be made against non-Groups 
Account Type 
Bank 
Optional. This setting will be used to filter in various transactions. 
Currency 
USD 
Optional. Sets company's default currency, if not specified. 
Company * 


Unico Plastics Inc. 


1.2 New account with different currency. 


You can also assign/modify the currency by opening specific Account records for existing Accounts. 


* Enabled Chart of Accounts Ledger 


Parent Account * 


Bank Accounts - UP 


Account Type 


Bank 


Setting Account Type helps in selecting this Account in transactions. 


Frozen 


Unico Plastics Inc. 


Root Type 


Asset 


Report Type 


Balance Sheet 


Currency 


USD 


No 


If the account is frozen, entries are allowed to restricted users. 


Balance must be 


_) Inter Company Account 


1.3 Currency for Customer/Supplier_ 


For Customer/Supplier (Party), you can also define its billing currency in the party record. If the party's accounting currency is different from 


Company Currency, you should mention Default Receivable/Payable Account in that currency. 


Q Search or type a command (Ctrl + G) Q Help» BS 


Non-GrouptoGroup << >| Bile | save] 


“© 


cay 


© 


48_btt 5 
mAN ENERGY 


- 277 - 


P.O.Box 128448, Dubai, United Arab Emirates 
O) 


man.energy 


B > Selling >» Customer > Excellent GmbH Q Search or type a command (Ctrl + G) Q Help ~ BS 


Excellent GmbH  : Enabiea Accounting Ledger Accounts Receivable Create : < > || @li Save 


Currency and Price List ~ 


Default Price List 


Billing Currency 


EUR 


Address and Contact 


No address added yet No contacts added yet 


New Address New Contact 


Website 


1.4 After setup_ 
Once you define Currency in the required account(s) and select relevant accounts in the Party record, you are ready to make transactions 
against them. If party account currency is different from the Company currency, the system will restrict from making transactions with that 
party. 
You need to change the currency to party currency in the transaction (Sales or Purchase Order/Invoice). If party account currency is the 
same as company currency, you can make transactions for that Party in any currency. But accounting entries (GL Entries) will always be in 
Party Account Currency. 
Note: Ensure that the correct account with currency is set in the ‘Debit To' field when making invoices/payments. 
You can change accounting currency in Party/Account record before you make any transactions against them. After making accounting 
entries, the system will not allow you to change the currency for both Party/Account records. In case of multi-company setup, the accounting 
currency of the party must be the same for all the companies. 
2. Exchange Rates_ 
When dealing with multiple currencies, ERP has the Currency Exchange page for managing exchange rates. It allows you to save the 
exchange rate quotes you require. To know more, visit the Currency Exchange page. 
For foreign currency transactions, ERP checks exchange rates from: 

1. From the Currency Exchange for any matching record (if created by a User). 

2. — If this fails, ERP will attempt to get the current market exchange rate from Frankfurter. 

3. NOTE: Starting from ERP version 13.10.0, Frankfurter is replaced by a new service called exchangerate.host. 

4. — If this still fails, then the exchange rate will have to be entered manually. 
The rates in the Currency Exchange master are fetched based on whether ‘Allow Stale Exchange Rate’ is enabled in Accounts Settings. To 
know more, visit the Accounts Settings page. 
3. Transactions_ 
3.1 Sales Invoice_ 
In a Sales Invoice, transaction currency must be the same as the accounting currency of Customer if Customer's accounting currency is 
different from Company currency. Otherwise, you can select any currency in a Sales Invoice. On selection of Customer, system will fetch a 
Receivable account from Customer/Company. The Currency of the receivable account must be the same as the Customer's accounting 
currency. 
Now, in Invoice, Paid Amount will be entered in transaction currency, instead of earlier Company Currency. Write Off Amount will also be 
entered in the transaction currency. 
Outstanding Amount and Advance Amount will always be calculated and shown in Customer's Account Currency. The paid amounts will be 


reflected in the Payment Entry: 
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B > Accounting >» Payment Entry >» ACC-PAY-2021-00006 


= Excellent GmbH . pratt 


Amount 
Paid Amount (EUR) * 


3,000.00 


Exchange Rate * 
1.201 

1 EUR = [?] USD 

Paid Amount (USD) * 


$ 3,602.10 


3.2 Purchase Invoice_ 


Similarly, in a Purchase Invoice, accounting entries will be made based on Supplier's accounting currency. Outstanding Amount and Advance 


Amount will also be shown in the supplier's accounting currency. Write Off Amount will now be entered in the transaction currency. 


3.3 Journal Entry_ 


In Journal Entry, you can make transactions in different currencies. There is a checkbox ‘Multi Currency’, to enable multi-currency entries. 


Q Search or type a command (Ctrl + G) 


Received Amount (USD) * 


3,591.00 


Only when ‘Multi Currency' option selected, you will be able to select accounts which have different currencies. 


B > Accounting > Journal Entry >» ACC-JV-2021-00010 


= Payroll Payable - UP - nor seven 


uu ¢@ tay 


Accounting Entries 


No Account 
0-Qo FOLLOW 
1 Payroll Payable - UP 
You edited this 2 Salary Offshore - UP 
1 minute ago 


WOU Created thie Add Multiple Add Row 


1 minute ago 


Reference Number 


Reference Date 


User Remark 


In the Accounts table, on the selection of a foreign currency account, the system will show the Currency section and fetch Account Currency 


and Exchange Rate automatically. You can change/modify the Exchange Rate later manually. Debit/Credit amount should be entered in 


Party 


Q Search or type a command (Ctri + G) 


Debit 
$0.00 


750,800.00 


Total Debit 


$ 10,000.66 


Total Credit 


$ 10,000.00 


Difference (Dr - Cr) 


$ 0.66 


Make Difference Entry 


Multi Currency 


Credit 


$10,000.00 @ Edit 


%0.00 @ Edit 


Account Currency, the system will calculate and show the Debit/Credit amount in Company Currency automatically. 
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4. Reports_ 


B > Accounting 


Business Unit 


Posting ... 
1 
2 04-16-20... 
3 
4 


Editing Row #2 


Currency 


Account Currency 


INR 


Amount 
Debit 


750,800.00 


Debit in Company Currency 


$ 10,000.66 


Reference 


Reference Type 


Reference Name 


4.1 General Ledger_ 


from Company Currency. 


General Ledger 
Unico Plastics Inc. Finance Book 
Party Type Party 


Consider Accounting 


Dimensions 
Account Debit (EUR) 
Opening 0.000 
Debtors EUR - UP 3,000.000 
Total 3,000.000 
Closing (Opening + Total) 3,000.000 


4.2 Accounts Receivable/Payable_ 


In General Ledger, the system shows debit/credit amount in party currency if filtered by an Account and that Account Currency is different 


03-21-2021 04-21-2021 Debtors EUR - UP Voucher No 
Group by Voucher (Consal Currency : Cost Center Project 
Show Opening Entries ~) Include Default Book Entries | Show Cancelled Entries 

Credit (EUR) Balance (EUR) Voucher Type Voucher No Against Acco... Party Type Party 
0.000 0.000 
0.000 3,000.000 Sales Invoice ACC-SINV-2021-00007 Sales - UP Customer Excellen 
0.000 3,000.000 
0.000 3,000.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


In Accounts Receivable/Payable report, the system shows all the amounts in Party/Account Currency. 


Insert Below InsertAbove ©) Duplicate Move v 


Exchange Rate 


0.013320000 


Credit 


0.00 


Credit in Company Currency 


$ 0.00 


Is Advance 


No 


User Remark 


Q Search or type a command (Ctrl + G) Q Help» BS 


Create Card Set Chart GS 


Execution Time: 0.043311 sec 
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DEFERRED REVENUE 


the future. 


It is also known as unearned revenue. 


product or service is delivered over time, it is recognized as revenue on the income 


1. Configuring Deferred Accounting_ 


manage your deferred accounting 


B > Accounting > Accounts Settings 


= Accounts Settings 


Deferred Accounting Settings 
Automatically Process Deferred Accounting Entry 


Book Deferred Entries Based On 


Days Hi 
If "Months" is selected, a fixed amount will be booked as deferred revenue or 
expense for each month irrespective of the number of days in a month. It will be 


prorated if deferred revenue or expense is not booked for an entire month 


B > Accounting Q Search or type a command (Ctrl + G) fa Help » BS 
Accounts Receivable Accounts Receivable Summary Create Card = Set Chart Add CharttoDashboard CG 
Unico Plastics Inc. 04-21-2021 ance Book Excellent GmbH Due Date 
30 60 90 B J 120 Cu 
1 rms T ] arty ] T Group By Customer Based On Payment Terms 
Show Future Payments Show Linked Delivery Notes Show Sales Person 
® 0-30 ® 31-60 @ 61-90 91-120 ® 121-Above 
3000 
Posting ... Customer Customer Co... Cost Center Voucher Type Voucher No Due Date Invoiced Amount Paid Amount Crec 
1 04-16-20... Excellent GmbH PETE - Sales -. Sales Invoice ACC-SINV-2021-00007 04-16-20... € 3,000.00 € 0.00 


Deferred revenue refers to advance payments a Company receives for products or services that are to be delivered or performed in 


The company that receives the prepayment records the amount as Deferred Revenue on their balance sheet as a liability. Deferred revenue 


is a liability because it refers to revenue that has not been earned and represents products or services that are owed to a Customer. As the 


Before you start using deferred accounting you should be aware of the below settings which will give you more control over how you 


Automatically Process Deferred Accounting Entry: This setting is enabled by default. In case you don't want the deferred 


accounting entries to be posted automatically you can disable this setting. If this setting is disabled deferred accounting will have 


statement. 


ra 


BS 


Q Search or type a command (Ctri + G) Help » 


Book Deferred Entries Via Journal Entry 

If this is unchecked, direct GL entries will be created to book deferred revenue or 
expense 

Submit Journal Entries 


If this is unchecked Journal Entries will be saved in a Draft state and will have to be 


submitted manually 
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2. Book Deferred Entries Based On: Deferred revenue amount can be booked based on two criteria. The default option here is 


to be processed manually using Process Deferred Accounting 


"Days". If "Days" is selected, the deferred revenue amount will be booked based on the number of days in each month and if 
"Months" is selected, then it will be booked based on number of months. For Eg: If "Days" is selected and $12000 revenue has 
to be deferred over a period of 12 months, then $986.30 will be for the month having 30 days and $1019.17 will be booked for 
the month having 31 days. If "Months" is selected, $1000 deferred revenue will booked each month irrespective of the number 
of days in a month. 

3. Book Deferred Entries Via Journal Entry: By default Ledger Entries are posted directly to book deferred revenue against an 
invoice. In order to book this deferred amount posting via Journal Entry, this option can be enabled. 

4. Submit Journal Entries: This option is applicable only if deferred accounting entries are posted via Journal Entry. By default, the 
Journal Entries for deferred posting are kept in Draft state and a user has to verify those entries and submit them manually. If this 
option is enabled, Journal Entries will be automatically submitted without any user intervention. 

2. How to use Deferred Revenue_ 

Internet and broadcasting service providers offer subscription plans on quarterly or yearly basis. They take complete payment in advance 
from the Customer for couple of months, but book income on monthly basis in their book of accounts. This is Deferred Revenue for the 
Supplier and Deferred Expense for the Customer. Following is how they should configure Deferred Revenue accounting in ERP to automate 
the process. 

2.1 Item_ 

In the Item master created for the subscription plan, under Deferred Revenue section, check field Enable Deferred Revenue. You can also 


select a Deferred Revenue account for this particular item and number of months. 


B > Stock » Item > Consulting Services Q Search or type a command (Ctrl + G) OQ Help~ BS 


Consulting Services - Enabled View > Duplicate < >||\a 


Sales Details ~ 


Deferred Revenue ~ 


Deferred Revenue Account No of Months 


Deferred Revenue - UP 0 


Enable Deferred Revenue 


2.2 Sales Invoice_ 
On creation of Sales Invoice for the Deferred Revenue Item, instead of posting in the Income Account, Deferred Revenue account is Credited 


by the sale amount. If you had set the account and period in Item, then the account and service start, end dates will be fetched automatically. 
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B > Accounting > Sales Invoice >» ACC-SINV-2021-00016 


hk 
= Orange Inc. - drat 
& Assigned To 
Submit this document to confirm 
+ 
@ Attachments yi 
Connections ~ 
Attach File + 
Payment 
vw Reviews 
Payment Entry 
+ 
Payment Request 
& Shared With 
Journal Entry 
ie 
Invoice Discounting 
© Tags Dunning 
Add a tag... 
Subscription 
Auto Repeat 
0 -)0 FOLLOW 


2.3 Journal Entry_ 


B > Accounting 


General Ledger 


Frappe Technologies Priv Finance Book 


Consider Accounting Show Opening Entries 


DEFERRED EXPENSE 


Reference 


Timesheet 


Q Search or type a command (Ctri + G) 


Get Items From <> 


Returns 


Sales Invoice 


Delivery Note 


Sales Order 


POS Invoice 


01/01/2021 


Include Default Book Entries 


Dimensions 
Posting D... Account Debit (INR) Credit (INR) 

1 Opening 0.00 0.00 
2 

3 Opening 0.00 0.00 
4 31/01/2021 Deferred Revenue A/C Domestic - FT 2,847.83 0.00 
5 31/01/2021 Sales - SAAS - India - FT 0.00 2,847.83 
6 28/02/2021 Deferred Revenue A/C Domestic - FT 2,572.23 0.00 
7 28/02/2021 Sales - SAAS - India - FT 0.00 2,572.23 
g 31/03/2021 Deferred Revenue A/C Domestic - FT 2,847.83 0.00 
g 31/03/2021 Sales - SAAS - India - FT 0.00 2,847.83 
10 Total 8,267.89 8,267.89 


not used as of now and will probably be consumed within one year). 


Based on the From Date and To Date set in the Sales Invoice Item table, Journal Entries are created automatically at the end of each month. 
It debits the value from Deferred Revenue account and credits Income Account selected for an Item in the Sales Invoice. 


Following is an example of Income for the Deferred Revenue Item booked via multiple Journal Entries. 


Q Search or type a command (Ctrl + G) 


Create Card 


26/04/2021 Acc t 


Show Cancelled Entries 


Balance (INR) Voucher Type Voucher No 
0.00 
0.00 
0.00 
2,847.83 Sales Invoice B2B-20-21-00093 
0.00 Sales Invoice B2B-20-21-00093 
2,572.23 Sales Invoice B2B-20-21-00093 
0.00 Sales Invoice B2B-20-21-00093 
2,847.83 Sales Invoice B2B-20-21-00093 
0.00 Sales Invoice B2B-20-21-00093 
0.00 


Deferred expense is a cost that has already been incurred, but which has not yet been consumed. 
The cost is recorded as an asset until such time as the underlying goods or services are consumed; at that point, the cost is charged to 


expense. A Deferred Expense is initially recorded as an asset, so that it appears on the balance sheet (usually as a Current Asset, since it is 


if Help v € 


Set Chart SG 


B2B-20-21-00093 


A... Party Type Part 


Bull... 
Bull... 
Bull... 
Bull... 
Bull... 


Bull... 
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1. Configuring Deferred Accounting_ 
Introduced in Version 13 
Before you start using deferred accounting you should be aware of the below settings which will give you more control over how you 


manage your deferred accounting 


B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) Q Help v BS 


Accounts Settings . eee 


Deferred Accounting Settings 


Automatically Process Deferred Accounting Entry Book Deferred Entries Via Journal Entry 


If this is unchecked, direct GL entries will be created to book deferred revenue or 
Book Deferred Entries Based On expense 


Days 


Submit Journal Entries 


If this is unchecked Journal Entries will be saved in a Draft state and will have to be 


submitted manually 


1. Automatically Process Deferred Accounting Entry: This setting is enabled by default. In case you don't want the deferred 
accounting entries to be posted automatically, you can disable this setting. If this setting is disabled, deferred accounting will 


have to be processed manually using Process Deferred Accounting 


2. Book Deferred Entries Based On: Deferred expense amount can be booked based on two criteria. The default option here is 
"Days". If "Days" is selected, the deferred expense amount will be booked based on the number of days in each month and if 
"Months" is selected then it will be booked based on the number of months. For Eg: If "Days" is selected and $12000 expense 
has to be deferred over a period of 12 months, then $986.30 will be for the month having 30 days and $1019.17 will be booked 
for the month having 31 days. If "Months" is selected, $1000 deferred expense will be booked each month irrespective of the 
number of days in a month. 

3. Book Deferred Entries Via Journal Entry: By default Ledger Entries are posted directly to book deferred expense against an 
invoice. In order to book this deferred amount posting via Journal Entry, this option can be enabled. 

4. Submit Journal Entries: This option is applicable only if deferred accounting entries are posted via Journal Entry. By default, the 
Journal Entries for deferred posting are kept in Draft state and a user has to verify those entries and submit them manually. If this 
option is enabled, Journal Entries will be automatically submitted without any user intervention. 

2. How to use Deferred Expense_ 

As an example of a Deferred Expense, Unico Plastics pays $10,000 in April for its May rent. It defers this cost at the point of payment (in 
April) in the prepaid rent asset account. In May, Unico Plastics has now consumed the prepaid asset, so it credits the prepaid rent asset 
account and debits the rent expense account. 

Other examples of Deferred Expenses are: 

e Interest costs that are capitalized as part of a fixed asset for which the costs were incurred 

e Insurance paid in advance for coverage in future months 

e The cost of a fixed asset that is charged to expense over its useful life in the form of depreciation 

e The cost incurred to register the issuance of a debt instrument 

e The cost of an intangible asset that is charged to expense over its useful life as amortization 

e For an Internet Subscription, the amount is paid upfront and service is delivered every month. So it is Deferred Expense for the 
Customer. 

Following is how you can configure Deferred Expense accounting in ERP to automate the process. 
2.1 Item_ 
In the Item master, under Deferred Expense section, check field Enable Deferred Expense. In this section, you can also select a Deferred 


Expense account (Asset Account, preferably Current Asset) for this particular item and no. of months. 
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B > Stock > Item > Consulting Services 


= Consulting Services - Enabiea 


DeferredExpense ~ 


Deferred Expense Account 


Deferred Expense - UP 


Enable Deferred Expense 


2.2 Purchase Invoice_ 


B > Accounting > Purchase Invoice » ACC-PINV-2021-00010 


= Kirkland and Watkins - rat 


& Assigned To 
Submit this document to confirm 
+ 


@ Attachments a 
Connections ~ 


Attach File + 
Payment 
vw Reviews 
Payment Entry 
+ 
Payment Request 
& Shared With 
Journal Entry 
+ 
® Tags 
Add a tag Subscription 
Auto Repeat 
0-Q0 FOLLOW 


2.3 Journal Entry_ 


PROCESS DEFERRED ACCOUNTING 


1. Prerequisites" 


e Deferred Revenue 


e Deferred Expense 


To access the Process Deferred Accounting list, go to: 


2. How to create a Process Deferred Accounting_ 


1. Goto Process Deferred Accounting list, click on New. 


On creation of Purchase Invoice for the Deferred Expense Item, instead of posting in the Expense Account, Deferred Expense account (Asset 


account) is Credited by the purchase amount. Let's consider a simple example of an Internet subscription here: 


Reference 


Purchase Order 


Purchase Receipt 


Asset 


Landed Cost Voucher 


Based on the From Date and To Date set in the Purchase Invoice Item table, Journal Entries are created automatically at the end of each 


month. It debits the value from Deferred Expense account and credits Expense Account selected for an Item in the Purchase Invoice. 


Process Deferred Accounting is a log which is created on every processing of deferred revenue or expense. 
Process Deferred Accounting records are automatically created on booking Deferred Revenue or Expense. It is done via a background job 
but the user can also create a record for manual Deferred Revenue or Expense booking. 


Home > Accounting > General Ledger > Process Deferred Accounting 


Before creating and using a Process Deferred Accounting, it is advised to create and understand the following first: 


Q Search or type a command (Ctri + G) Q Help v BS 


View > Duplicate < > 86 


No of Months 


12 


Q Search or type a command (Ctrl + G) ra Help » BS 


Create < Get Items From < < > 8 


Returns 


Purchase Invoice 
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2. Enter the Company. 

3. Select the type of deferred accounting process. Select 'Income' for booking deferred revenue or select 'Expense' for booking 
deferred expense 

4. Expand the posting date. 

5. Enter service Start Date and End Date. 


6. Save and Submit. 


B > Accounting > Process Deferred Accounting » ACC-PDA-00001 Q Search or type a command (Ctrl + G) Q Help» BS 
= ACC-PDA-000071 .: submitted < > @ = Cancel 
2 Assigned To 
Company * Posting Date * 
+ 
Unico Plastics Inc. 04-22-2021 
@ Attachments 
Type * Service Start Date * 
Attach File ng 
Income 03-22-2021 
vw Reviews 
+ Account Service End Date * 
Deferred Revenue - UP 04-22-2021 
& Shared With 
+ 
© Tage Add a comment 
Add a tag 
0-Qo FOLLOW 
Ctrl+Enter to add comment 
You edited this 
Comment 
just now 


You created this 
1 minute ago 


3. Features_ 

3.1 On Submitting_ 

On submitting a Process Deferred Accounting document, GL Entries for deferred revenue or expense booking will be created for all the 
invoices falling between the service Start Date and End Date. 

Enter the account if Deferred Revenue or Expense has to be booked only for specific deferred income or expense account 

3.2 Enabling automatic deferred accounting_ 

To enable automatic deferred accounting, enable the ‘Automatically Process Deferred Account Entry’ checkbox by navigating to Accounts 
Settings. 

To access Accounts Settings go to: 


Home > Accounting > Accounting Masters > Accounts Settings 


B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) Q Help» BS 


= Accounts Settings 


Deferred Accounting Settings 


Automatically Process Deferred Accounting Entry Book Deferred Entries Via Journal Entry 
- If this is unchecked, direct GL entries will be created to book deferred revenue or 
Book Deferred Entries Based On 
expense 
Days . , . 
Submit Journal Entries 
if "Months" is selected, a fixed amount will be booked as deferred revenue or 


If this is unchecked Journal Entries will be saved in a Draft state and will have to be 


expense for each month irrespective of the number of days in a month. It will be 


submitted manually 
prorated if deferred revenue or expense is not booked for an entire month 


P.O.Box 128448, Dubai, United Arab Emirates —— 
man.energy 800696 - 286 - mMmAN ENERGY 


©, Assigned To 
+ 
Attachments 
Attach File 
r Reviews 
+ 
Shared With 
+ 
Tags 
Add a tag 
0 i) 
You edite vi 
ist n 


BANK GUARANTEE 


ACC-BG-2021-00001 


To access the Bank Guarantee list, go to: 
Home > Accounting > Banking and Payments > Bank Guarantee 
1. How to create a Bank Guarantee_ 


1. Go to the Bank Guarantee list and click on New. 


+ Submitted 


Bank Guarantee Type * 


Providing 


Reference Document Type 


Purchase Order 


Reference Document Name 


PUR-ORD-2021-00001 


Supplier 


Kirkland and Watkins 


Project 


Bank Account Info 


Bank 


Capital One 


Bank Account 


11000478 - Capital One 


1.1 Additional Options when creating a Bank Guarantee_ 


buy equipment or draw down loans, and thereby expand business activity. 


3. Se 
4. Select the Sales Order or Purchase Order depending on step 2. 
5. The Customer/Supplier and the Amount will be fetched automatically. 
6. Select a Bank and the Bank Account. 
7. Enter a Bank Guarantee number and name of the beneficiary. 
8. Save and Submit. 
B > Accounting > Bank Guarantee » ACC-BG-2021-00001 


@ Charges Incurred: Handling charges charged by the Bank. 


A Bank Guarantee is a guarantee from a lending institution such as a bank ensuring the liabilities of a debtor will be met. 


In other words, if the debtor fails to settle a debt, the bank covers it. A Bank Guarantee enables the customer, or debtor, to acquire goods, 


A client may ask you to provide a Bank Guarantee from a third party such as a Bank. This guarantee is for a specified amount, which is 
usually a percentage of the total value of the contract. The Bank Guarantee is valid for a specified duration after which it expires. 

In a transaction between a large organization and a small organization, the larger organization (Supplier) is at risk of not receiving the 
money owed for providing Items/Services so it will receive a Bank Guarantee from the smaller organization (Customer). A Bank Guarantee 


ensures that the larger organization gets money in case the smaller organization is not able to deliver. 


2. Select the type whether you're Receiving a Bank Guarantee from a Customer or Providing it to a Supplier. 


the Start Date and under ‘Validity in Days' enter the number of days the guarantee Is valid for. 


Q Search or type a command (Ctrl + G) a Help ~ BS 
< > Bo Cancel 
Amount * 
$ 31,875.00 
Start Date * 
05-01-2021 


Validity in Days 


This document allows you to track Bank Guarantees given to Suppliers and received from Customers. You can set Email Alerts as the Bank 


Guarantee expiry date approaches to remind yourself to get the Bank Guarantee back from your client. 


e@ = Margin Money: This is some percentage of money paid to the Bank to proceed with the Bank Guarantee. 


4g_bi of 
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e Fixed Deposit Number: In case the providing party has any Fixed Deposits, they can use them for proceeding with the Bank 


Guarantee. 


LOYALTY PROGRAM 


A Loyalty Program allows Customers to earn points by spending a certain amount and lets them redeem the points in future 
purchases. 
A Customer Loyalty Program is a structured and long-term marketing effort that provides incentives to repeat Customers. Successful 
programs are designed to motivate Customers in a business's target market to return often, make frequent purchases, and shun competitors. 
To access the Loyalty Program list, go to: 
Home > Retail > Retail Operations > Loyalty Program 
1. Prerequisites" 
Before creating and using a Loyalty Program, it is advised to create the following first: 
1. Customer 
2. Sales Invoice 
2. How to Create a Loyalty Program_ 
1. Goto the Loyalty Program list and click on New. 
2. Enter a Name for the Loyalty Program. 
Select whether the program is Single Tiered or Multi Tiered (gold, silver, etc). 
Set a start and end date for the program. 


Select the Customer Group and Territory for which this program is applicable, the default is all. 


a a -F Ww 


For opting in all Customers by default, tick on ‘Auto Opt In (For all customers)’. Otherwise, the program needs to be assigned 
from the Customer master. 
7. Inthe table, enter: 
2. Tier name: To be assigned to a Customer based on his eligibility. 
3. Collection Factor: How much amount needs to be spent to gain 1 Loyalty Point in ERP. 
4. Minimum Amount: Minimum amount to be spent to qualify into a tier. 
8. Set the Conversion Factor, eg: 10 USD = 1 point. 


9. Save. 
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B > Accounting > Loyalty Program > Skywards 


= Skywards 
Attach File + Loyalty Program Type 


Single Tier Program 
vw Reviews 


+ From Date * 
01-01-2021 
& Shared With 
+ To Date 
12-31-2021 
® Tags 
Add a tag 


Collection Tier 


ps Sle sooo Collection Rules 
No Tier Name 
You edited this 
st 

He debt 1 Platinum 
You created this 
just now 2 Gold 

3 Silver 

Add Row 


2.1 Redemption section_ 


points for future purchases. 


separately. 


2.2 Loyalty Points in Customer_ 


B > Selling > Customer > Orange Inc 


= Orange Inc. - Enabiea 


Loyalty Points ~ 


Loyalty Program 


Skywards 


Loyalty points earned can be viewed in the Customer's dashboard. 


Q Search or type a command (Ctrl + G) 


Customer Group 


All Customer Groups 


Customer Territory 


All Territories 


Auto Opt In (For all customers) 


Collection Factor 


e Conversion Factor: When redeeming loyalty points, this factor decides how much money is 1 Loyalty Point worth. For example, 


if a Customer has 100 Loyalty Points, and 1 Loyalty Point = 1 USD, then the Customer use Items up to 100 USD with their loyalty 


e@ Expense Account: Set an Expense Account from where you'll offer the benefits. This is useful to track the benefits offered 


e Expiry Duration (in days): The collected loyalty points will expire after the number of days set in this field. 


Set a Loyalty Program section in the Customer master to assign a Loyalty Program to a Customer. 


Q Search or type a command (Ctri + G) 


Accounting Ledger Accounts Receivable Create < < 


(=1 LP) 


$3.00 @ Edit 
$2.00 @ Edit 


$1.00 @ Edit 


G Help» BS 
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B > Selling >» Customer > Orange Inc 


= Orange Inc. - Enabiea 


&, Shared With 


+ 
Connections v 
® Tags 


2.3 Loyalty Point Entry_ 


= Orange Inc. 


& Assigned To 


Loyalty Program 
a 


Skywards 


@ Attachments 
Loyalty Program Tier 


6375 


You edited this Purchase Amount 
27 minutes ago 

$ 12,750.00 
You created this 


27 minutes ago 


3. How does a Loyalty Program work?_ 


3.1 Earning Points_ 


B > Accounting > Loyalty Point Entry > 4ef538f3b8 


Attach File + 
Gold 
vw Reviews 
Customer 
+ 
Orange Inc. 
& Shared With 
Invoice Ty 
+ invoice type 
Sales Invoice 
Tags 
Add a tag Invoice 
ACC-SINV-2021-00017 
Loyalty Points 
0-Qo0 FOLLOW 


Overview ~ 
8 | APR MAY JUN 
Mon 
Wed 
Fri 
2. Assigned To 
+ 
This is based on transactions against this Custon 
@ Attachments 
Attach File + 
vy Reviews Stats ~ 
+ * Annual Billing: $ 95,625.00 


es Assign this Loyalty Program to a Customer. 


Q Search or type a command (Ctrl + G) 


Accounting Ledger 


JUL AUG SEP oct Nov DEC JAN 


ner. See timeline below for details 


® Total Unpaid: $ 95,625.00 


Go to: Accounts > Retail Operations > Loyalty Point Entry. This acts as a log to give an overview of which Customer earned how many 


points against which Sales Invoice. It holds the data Invoice and Customer. 


Q Search or type a command (Ctrl + G) G Help » BS 


e Firstly, a Loyalty Program needs to be created as explained in the first section. 


@ Create a new Sales Invoice for the Customer to whom you have assigned Loyalty Program. 
e For this example, an invoice is created with a grand total of 3,000 INR and according to the Loyalty Program for a minimum 


spent of 2,000 INR, the Silver Tier collection factor will be eligible and for each 300 INR spent, the Customer will receive 1 point 
(hence the total points earned on this transaction is 15). 


e Upon submission of the invoice, a Loyalty Point Entry will be created for this invoice (as shown above under Loyalty Program 


Accounts Receivable 


® Loyalty Points: 6375 


«{ > 6 


MAR APR 
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Entry section). 


e@ In our Loyalty Program upon minimum spent of 6,000, Gold Tier would be eligible. So, when another invoice is submitted with 


the same value, the total sales from this Customer becomes 6,000. So now, the Customer will be automatically upgraded to the 


Gold tier. 


3.2 Redeeming Points_ 


B > Accounting > Sales Invoice >» ACC-SINV-2021-00018 


Orange Inc. - orait 


Loyalty Points 


6375 


Loyalty Amount 


$ 6,375.00 


Redeem Loyalty Points 


Loyalty Points Redemption ~ 


invoices for the Customer under a particular Loyalty Program scheme. 


Note: The minimum spent in Loyalty Program does not mean a minimum value for a single invoice. Rather it means the sum of amount of 


e Let's continue from the above example where we created 1 invoice and earned 15 points from it. When creating another invoice 


for the same Customer, go to the Loyalty Points section and enable the checkbox to 'Redeem Loyalty Points’. 


Q Search or type a command (Ctrl + G) G Help v BS 


Get Items From > < >|) Qi} 


Loyalty Program 


Skywards 


Redemption Account 


Sales Expenses - UP 


Redemption Cost Center 


Main - UP 


Additional Discount ~ 


Grand Total (USD) * 


$ 12,750.00 


Rounding Adjustment (USD) 


$0.00 

e = The fields for ‘Loyalty Point’, "Redemption Account’ and 'Redemption Cost Center’ will become visible under this section. The 
account and Cost Center will be fetched from the Loyalty Program assigned to the Customer. 

e@ Since the Customer has earned 15 points, we can use all of it until expiry. If we try to use more than what we have an error will 
be thrown. 

e In above example, we have used 6375 points to be redeemed. Doing so will enable another field that will display the amount 
calculated using (loyalty point * Conversion Factor). So, USD 6375 will be deducted from our the amount since our ‘Conversion 
Factor’ was '1'. 

e When submitted, 2 Loyalty Point Entries will be created. One for redeemed, which will be a negative value and one for the 


current invoice. 
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B > Accounting > Loyalty Point Entry >» ed636c0d59 Q Search or type a command (Ctrl + G) a Help v BS 
= Orange Inc. < > 8 
&. Assigned To 


Loyalty Program 
+ 


Skywards 
2. Attachments 
Loyalty Program Tier 


Attach File + 
Gold 
vy Reviews 
Customer 
+ 
Orange Inc. 
} Shared With 
Invoice Type 
+ yp 
Sales Invoice 
®D Tags 
Add a tag Invoice 
ACC-SINV-2021-00018 
Redeem Against 
O- ie) FOLLOW 
4efS38f3b8 
Vou edired tes Loyalty Points 
just now 
-6375 
You created this 


just now 


Burnhaca Amount 


Note: For an invoice on which points have been earned, if a return invoice is created, it will delete the original Loyalty Point Entry and create 
a new one after subtracting the returned amount from the original amount. Also, when canceling an invoice, its subsequent Loyalty Point 


Entry will be deleted. 


BUDGETING 


Budgeting is a financial plan that helps controlling Company expenses. 
In ERP, you can set and manage budgets against a Cost Center or a Project. This is useful in controlling your expenses. With version 12, you 


can also create separate Accounting Dimensions to tag transactions with different fields. 


For example, if you are doing online sales, you can set a budget for search advertisements and configure ERP to stop or warn you from 
overspending beyond a set budget. 
Budgets are also great for planning purposes. When you are making plans for the next Financial Year, you would typically target a revenue 
based on which you would set your expenses. Setting a budget will ensure that your expenses do not get out of hand at any point. 
To access the Budget list, go to: 
Home > Accounting > Cost Center and Budgeting > Budget 
1. How to Create a new Budget_ 
1. Goto the Budget list and click on New. 


2. Select what to budget against, Cost Center, Project, or an Accounting Dimensions. 


3. Inthe accounts table, select an income/expense account for which a budget is to be set. Let's set a budget for telephone expenses 


for the year. 
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B > Accounting > Budget > Main - UP/2021/001 Q Search or type a command (Ctrl + G) G Help v BS 


= Main - UP/2021/001_ - submittea <> @& = | Cancel 


2 Assigned To 


Budget Against * 
+ 


Cost Center 


@ Attachments 


Company * 
Attach File + 
Unico Plastics Inc. 
vw Reviews 
Cost Center * 
+ 
Main - UP 
& Shared With 
Fiscal Year * 
+ 
2021 
® Tags 
Add a tag ... 
Control Action 
0-Qo FOLLOW Applicable on Material Request Applicable on Purchase Order 


You edited this 


7 hours ago 
Applicable on booking actual expenses 


You created this 
7 hours ago Action if Annual Budget Exceeded on Actual 


4. Enter the budget amount for that account. 
5. Save and Submit. 
2. Features_ 
2.1 Monthly Distribution_ 
You can also define a Monthly Distribution record to distribute the budget between months. If you don't set the monthly distribution, ERP 


will calculate the budget yearly or in equal proportion for every month. 


B >» Accounting » Monthly Distribution » 2021 Monthly Distribution Q Search or type a command (Ctrl + G) GsHelp»-—s: BBS 


= 2021 Monthly Distribution < > 8 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Fiscal Year 
2021 
vy Reviews 
+ Monthly Distribution Percentages 
No. Month Percentage Allocation 
& Shared With 
+ 1 January 8.333 ? Edit 
® Tags 2 February 8.333 ? Edit 
Add a tag 3 March 8.333 @ Edit 
4 April 8.333 @ Edit 
0-Qo0 FOLLOW 5 May 8.333 @ Edit 
6 June 8.333 @ Edit 
You edited this 
just now 
Z July 8.333 @ Edit 
You created this 
just now 8 August 8.333 @ Edit 


2.2 Control Actions (Alerts) 

Control actions can be triggered when: 
e =A Material Request is being submitted 
e A Purchase Order is being submitted 


e@ When an actual expense is being posted (through a journal entry or a purchase invoice). 


You can set a control action in the Budget based on Material Requests, Purchase Orders, or on actual expenses. Further, you can set a 
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control action for annual or monthly budgets. 
B > Accounting >» Budget >» new-budget-1 Q Search or type a command (Ctri + G) rat Helpy BS 


= New Budget - nor savea | save | 


Control Action 
iv] Applicable on Material Request Applicable on Purchase Order 
Action if Annual Budget Exceeded on MR Action if Annual Budget Exceeded on PO 
Stop S Stop S 
Action if Accumulated Monthly Budget Exceeded on MR Action if Accumulated Monthly Budget Exceeded on PO 
Warn 44 Warn S 


iv] Applicable on booking actual expenses 


Action if Annual Budget Exceeded on Actual 


Stop 


> 


Action if Accumulated Monthly Budget Exceeded on Actual 


Warn 


© 


There are three types of control actions. 
e = Stop: This will not allow users to submit the transaction. 
e@ = =Warn: This will show a warning message but lets the user submit the transaction. 


e = Ignore: This will neither prevent the user from submitting transactions nor show an error message. 


You can set separate actions for monthly and annual budgets. If you exceed the budget, a warning will be shown: 


° Message 


Accumulated Monthly Budget for Account Telephone Expenses - UP against 
cost_center Main - UP is $ 4,000.00. It will exceed by $ 20,000.00 


Annual Budget for Account Telephone Expenses - UP against cost_center Main 
- UP is $ 12,000.00. It will exceed by $12,000.00 


Note that a similar warning will be triggered for any type of transactions set in the budget for the particular Account heads. 

3. Budget Variance Report_ 

At any point in time, you can check the Budget Variance Report to analyze the actual expense incurred vs budget allocated against a cost 
center or a project. 

To check the Budget Variance report, go to: 


Home > Accounting > Cost Center and Budgeting > Budget Variance Report 
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B > Accounting Q Search or type a command (Ctrl + G) a Help v BS 
Budget Variance Report Create Card  SetChart © AddCharttoDashboard G 
2021 2021 Yearly Unico Plastics Inc. Cost Center 


Show Cumulative Amount 


2021 


® 25011999.99952 @® 5024000 
30M Budget Actual Expense 


Budget Actual Expense 
Cost Center Account Budget 2021 Actual 2021 Variance 2021 
1 Main - UP Salary - UP 25,000,000.000 5,000,000.000 20,000,000.000 
2  Main- UP Telephone Expense. 12,000.000 24,000.000 -12,000.000 


Discount Accounting is used to post additional ledger entries for discounts, under a separate Discount Account. This can be done for: 
1. Discounts applied on individual Items 
2. Additional Discounts applied on all the Items in an invoice 

Steps_ 


1. Check the Enable Discount Accounting box in the Accounts Settings page. 


B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) Qa Help A 
Accounts Settings 
» Assigned To 
+ Transactions Settings 
P Over Billing Allowance (%) Check Supplier Invoice Number Uniqueness 
Attachments 
0.00 1 ment on Ca tion of Inv 
Attach File rr Unlink Payment on Cancellation of Invoice 


Automatically Fetch Payment Terms from Order 


Delete Accounting and Stock Ledger Entries on deletion of Transaction 


+ 
Role Allowed to Over Bill 
Book Asset Depreciation Entry Automatically 
Shared With 
n Unlink Advance Payment on Cancellation of Order 
. Jsers with thi le are wed to over t bove the wance percentage 
Enable Common Party Accounting 
Role allowed to bypass Credit Limit 
Create Ledger Entries for Change Amount 
0 0 FOLLOW 
abled, ledger entries will be posted f ange am 
1 ek agc f enabled, additional ledger entries w e je f di a Se} a’ n 
f t aa 
2. Create a Sales/Purchase Invoice as usual. 
3. To post ledger entries for discounts applied on individual Items: 
e@ Expand the row for that Item in the Items table 
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e Enter discount in the Discount and Margin section 
e@ — Scroll down to the Accounting Details section and enter the Discount Account 
Accounting Details ~ 
Income Account * Expense Account 
Sales - F Cost of Goods Sold - F 
Asset Discount Account 
Discount Account - F 
4. To post ledger entries for Additional Discounts applied on all the Items in an invoice: 
© Go to the Additional Discount Section 
e Enter the Additional Discount Amount/Percentage and the Additional Discount Account 
B > Accounting > SalesInvoice >» SINV-21-00296 Q Search or type a command (Ctrl + G) Q Help v A 
Hoolilnc.  - vnpaia | create = | View < < > 8 Cancel 
Additional Discount ~ 
Apply Additional Discount On Additional Discount Percentage 
Grand Total 10 
Additional Discount Account * Additional Discount Amount (INR) 
Additional Discount - F 27,500.00 
5. Save and submit the invoice to create ledger entries as shown below: 
© For Sales Invoices: 
Frappe 09-11-2021 09-11-2021 Account SINV-21-00295 
Party Type Party Group by Voucher (Cons..? Currency : Cost Center Project 
Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries Show Net Values in Party 
Dimensions Account 
Posting ... Account Debit (INR) Credit (INR) Balance (INR) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 09-11-20... Debtors -F 70,000.000 0.000 70,000.000 Sales Invoice SINV-21-00295 Sales - F Customer Ganga Manoj 
3 09-11-20... Discount Account - F §,000.000 0.000 75,000.000_ Sales Invoice SINV-21-00295 Ganga Manoj 
4 09-11-20... Sales - F 0.000 75,000.000 0.000 Sales Invoice SINV-21-00295 Ganga Manoj 
5 Total 75,000.000 75,000.000 0.000 
6 Closing (Opening + Total) 75,000.000 75,000.000 0.000 
e — For Purchase Invoices: 
Frappe Finan 09-11-2021 09-11-2021 PINV-21-00061 
Party Type Party Group by Voucher (Cons..? Cur $ Cost Center Pro} 
Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries Show Net Values in Party 
Dimensions Account 
Posting ... Account Debit (INR) Credit (INR) Balance (INR) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 09-11-20... Creditors - F 0.000 60,000.000 -60,000.000 Purchase Invoice PINV-21-00061 Stock Received... Supplier Supplier 1 
3 09-11-20... Discount Account - F 0.000 10,000.000 -70,000.000 Purchase Invoice PINV-21-00061 Supplier 1 
4 09-11-20... Stock Received But Not ... 70,000.000 0.000 0.000 Purchase Invoice PINV-21-00061 Supplier 1 
5 Total 70,000.000 70,000.000 0.000 
6 Closing (Opening + Total) 70,000.000 70,000.000 0.000 
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Default Discount Account_ 
Additionally, you could enter a Default Discount Account for an Item, which will be fetched automatically while creating the Invoice. The 
visibility for this field is also dependant on the Enable Discount Accounting checkbox in Accounts Settings. 

1. Open the Item doc. 

2. Goto the Item Defaults table in the Sa/es, Purchase, Accounting Defaults section. 


3. Expand the row of your choice and enter the Default Discount Account for the Item 


Editing Row #1 Insert Below Insert Above ) Duplicate 


Company * Default Price List 


Frappe 


Default Warehouse Default Discount Account 


Stores - F Discount Account - F 


INVOICE DISCOUNTING 


Invoice discounting is the practice of using a company's unpaid sales invoices as collateral for a short term loan, which is issued by 
a bank or a finance company. 
To access the Invoice discounting list, go to: 
Home > Accounting > Banking and Payments > Invoice Discounting 
1. Prerequisites" 
You need to create following ledgers in order to post invoice discounting transactions. 
e@ = Short Term Loan: A ledger under the ‘Current Liabilities’ > ‘Loans (Liabilities)’ group for loan. 
e@ Bank Account Charges: An expense ledger for charges levied by the bank. 
e Accounts Receivable Credit Account: A control account of type receivable. 
e Accounts Receivable Discounted Account: A receivable account for invoices which have been discounted. 
e Accounts Receivable Unpaid Account: A receivable account for invoices which were discounted and remain unpaid even after 
the loan period is over. 
2. How to Post an Invoice Discounting Transaction_ 
Go to the Invoice Discounting list, click on New. 
Enter Posting Date and Loan Start Date. Enter the Loan Period in days. 
Select invoices either manually in the table or by clicking on the 'Get Invoices’ button on the top right. 
Select Short Term Loan Account, Bank Account, and Bank Charges Account. 
Select Accounts Receivable Credit Account, Accounts Receivable Discounted Account and Accounts Receivable Unpaid Account. 


Click on Save then Submit. 


et Oy ON oe 2 I aE 


After submitting the Invoice Discounting form, click on the Disburse Loan. 
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& Assigned To 


+ 


@ Attachments 


Attach File + 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag... 


FOLLOW 


You edited this 
just now 


You created this 
just now 


2. Features_ 


2.1 Import Invoices _ 


button. 


2.2 Closing the Loan_ 


= ACC-INV-DISC-2021-00001 


B > Accounting > Invoice Discounting » ACC-INV-DISC-2021-00001 


* Sanctioned 


Connections ~ 


Posting Date * 


04-22-2021 


Loan Start Date 


05-01-2021 


Loan Period (Days) 


180 


Loan End Date 


10-28-2021 


Invoices 


No 


1 


= New Journal Entry - sot sevec 


Series * 


Invoice 


ACC-SINV-2021-00013 


B > Accounting >» Journal Entry > new-journal-entry-1 


ACC-JV-.YYYY.- 


Finance Book 


Accounting Ent! 


No 


Add Multiple 


ries 
Account Party Type 
1003 - Capital One - UP 
Bank Charges - UP 
Secured Loans - UP 
Accounts Receivable... Customer 
Accounts Receivable ... 


Customer 


Add Row 


e Invoices created against a specific Customer. 
e@ Date range between which the invoices were raised. 


e Minimum and maximum amount. 


You can also specify multiple of the above filters. 


Customer 


Orange Inc. 


© 


Party 


Orange Inc. 


Orange Inc. 


View 


Status 


Sanctioned 


Company * 


Unico Plastics Inc. 


8. You'll be taken to a Journal Entry screen. Save and Submit the Journal Entry. 


Date Outstanding Amount 
04-21-2021 $ 63,750.00 
Q Search or type a command (Ctrl + G) G 


Company * 


Unico Plastics Inc. 


Posting Date * 


04-22-2021 


Debit 


$ 63,250.00 


$500.00 


$0.00 


$ 63,750.00 


$0.00 


Click on 'Get Invoices’ button to import invoices. You can import invoices by filtering on certain criteria. 


Quick Entry 


Credit 


$0.00 


$0.00 


$ 63,750.00 


$0.00 


$ 63,750.00 


When you repay the loan at the end of the loan period or before that, you can update the same by clicking on ‘Close Loan’ 


Help ~ BS 
Cancel 

@ Edit 
Help ~ BS 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 
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B > Accounting > Invoice Discounting » ACC-INV-DISC-2021-00001 Q Search or type a command (Ctrl + G) Gi Help v BS 
= ACC-INV-DISC-2021-00001 . bisbursea View > > & Cancel 
& Assigned To 
+ Connections ~ 
@ Attachments 
Attach File + Posting Date * Status 
04-22-2021 Disbursed 
vy Reviews 
+ Loan Start Date Company * 
05-01-2021 Unico Plastics Inc. 
} Shared With 
+ Loan Period (Days) 
180 
® Tags 
ao Bag Loan End Date 
10-28-2021 
0-Q0 FOLLOW 
Invoices 
You edited this 
just now No Invoice Customer Date Outstanding Amount 
You created this 
1 ACC-SINV-2021-00013 Orange Inc. 04-21-2021 $ 63,750.00 @ Edit 


6 minutes ago 


System will prepare the Journal Entry. Review and Submit the it. 

2.3 Auto Update of Ledgers at the end of Loan Period_ 

If the loan is not repaid at the end of loan period, system will create a Journal Entry via a scheduled job to shift value from ‘Accounts 
Receivable Discounted Account' to ‘Accounts Receivable Unpaid Account’. This will make it easy to trace the invoices which were discounted 


and remained unpaid at the end of the loan period. 


SUBSCRIPTION 


If you offer a service that requires renewal in a certain time period or you pay some monthly expenses like rent (yearly, monthly, quarterly, 
etc.), you can use the Subscription feature in ERP to track them. The Subscription master captures all the details required for the auto- 
creation of Sales or Purchase Invoices. 
Let's consider a use-case of ERP subscription itself. Our hosting plans are available on a yearly basis. Each Customer's account has a 
subscription expiry date, after which customers must renew their subscription with us. 
To manage the client's subscription expiry and auto-generation of Sales Invoice for the renewal, we use the Subscription feature. 
To access the Subscription list, go to: 
Home > Accounting > Subscription Management > Subscription 
1. Prerequisites" 
Before creating and using a Subscription, it is advisable to create the following first: 
1. Subscription Plan 
2. How to set a Subscription_ 
1. Goto the Subscription list and click on New. 
2. Select Party Type as 'Customer' or ‘Supplier’ and select the party. 
Set the Start Date from when the subscription will be active. 
Optionally you can also enter the subscription end date if you know it before hand. 


Days Until Due is the number of days within which Customer has to pay a generated Sales Invoice. 


a a FF Ww 


Select the Subscription Plans. 
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7. Save. 


& Assigned To 


You edited this 
just now 


You created this 
just now 


3. Features_ 

3.1 Trial Period_ 
generated during 
Trialling’. 


B > Accounting > Subscription 


& Assigned To 


+ 


@ Attachments 


Attach File + 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 
Add a tag 


FOLLOW 
You edited this 


just now 


You created this 
just now 


3.2 Cancel Auto Renewal_ 


3.3 Taxes_ 


= ACC-SUB-2021-00001 


= Acc-suB-2021-00002 «vw | 


B > Accounting > Subscription » ACC-SUB-2021-00001 


* Active 


Party Type * 


+ 
Customer 
@ Attachments 
¥ Party * 
Attach File + 
Orange Inc. 
vw Reviews 
+ 
& Shared With Subscription Period 
+ as 
Subscription Start Date 
® Tags 05-01-2021 
Add a tag 
Subscription End Date 
05-31-2022 
0-Qo0 FOLLOW Follow Calendar Months 


If this is checked subsequent new invoices will be created on calendar month and 0 


quarter start dates irrespective of current invoice start date 


Generate New Invoices Past Due Date 


New invoices will be generated as per schedule even if current invoices are unpaid 


or past due date 


Based on the subscription start and end date, actual dates for invoices will be calculated. 


If you're offering a trial period for the subscription, a Trial Period Start Date and a Trial Period End Date can be set. Invoices will not be 


the trial period and the 


> ACC-SUB-2021-00002 


Party Type * 


Customer 


Party * 


Orange Inc. 


Subscription Period 


Subscription Start Date 


05-01-2021 


Subscription End Date 


04-30-2022 


Trial Period Start Date 


04-22-2021 


Trial Period End Date 


04-30-2021 


On enabling the ‘Cancel At End Of Period’ the Subscription will be canceled at the end of its period. For example, if it is a yearly subscription, 


the system will stop generating invoices after one year of subscription. 


You can apply Taxes to a Subscription by using a Sales Taxes and Charges Template. Visit the Sales Taxes and Charges Template page to 


Cancel Subscription 


BS 


Q Search or type a command (Ctrl + G) 


Cancel Subscription Fetch Subscription Updates < > 


Company 


Unico Plastics Inc. 


Status 


Active 


Current Invoice Start Date 


05-01-2021 


Current Invoice End Date 


05-31-2021 


Days Until Due 


Number of days that the subscriber has to pay invoices generated by this 
subscription 


Cancel At End Of Period 


Subscription status will show 
Q Search or type a command (Ctrl + G) Ga Help» BS 
Fetch Subscription Updates < > 8 save | 


Company 


Unico Plastics Inc. 


Status 


Trialling 


Current Invoice Start Date 


04-22-2021 


Current Invoice End Date 


04-30-2021 


Days Until Due 
0 


Number of days that the subscriber has to pay invoices generated by this 
subscription 


Cancel At End Of Period 
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know more. 
3.4 Applying discounts_ 


You can apply additional discounts on the Subscription based on Grand Total (pre tax) or Net Total (post tax). A discount percentage can 


also be set. For example, a discount of 2% on 12,000 would be 240 in 
discount. 
B > Accounting > Subscription >» ACC-SUB-2021-00002 Q Search or type a command (Ctrl + G) ray Help v BS 
= ACC-SUB-2021-00002 .: trialling Cancel Subscription Fetch Subscription Updates < >| & . 
Discounts 
Apply Additional Discount On Additional Discount Percentage 
Grand Total . 2.000 


Additional Discount Amount 


0.00 


Visit the Applying Discount page for more details. 

3.5 Automatically create invoices" 

Based on the Subscription Plans interval, invoices will be created automatically. "Generate Invoice At Beginning Of Period" needs to be 
enabled if you want to generate invoices as soon as the subscription is active. If "Generate New Invoices Past Due Date" is enabled then 
new invoices will keep on generating even though current invoice is unpaid or past due date. If "Generate Invoice Early" is enabled, an 
invoice will be generated before the end of the period by the number of days entered in "Generate Invoice Days Early." 

The generated invoices will be submitted automatically by default. If ‘Submit Invoice Automatically’ is disabled, the invoice will be saved as 


a draft. 


B > Accounting > Subscription » ACC-SUB-2021-00003 Q Search or type a command (Ctrl + G) ray Help v BS 


= ACC-SUB-2021-00003 .: active Cancel Subscription Fetch Subscription Updates < > 6 


Invoices 
Invoices 
No. Invoice 
1 ACC-SINV-2021-00020 @ Edit 
Add Row 


3.6 Follow Calendar Months_ 

If ‘Follow Calendar Months’ is enabled then proper calendar months will be followed even if the Subscription Start Date is in the middle of 
the month. For Eg: Suppose billing interval is ‘Month’ and billing interval count is 3 in subscription plan and Subscription Start Date is '15- 
04-2020' then if ‘Follow Calendar Months’ is checked then first invoice will be generated for '15-04-2020' to '30-06-2020' rather than '15- 
04-2020' to '14-07-2020' 

3.8 Canceling a Subscription_ 


If the Customer decides to cancel a Subscription, it can be canceled in the system using the Cancel Subscription. The system will stop 


generating invoices when a Subscription is 
canceled. 
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B > Accounting >» Subscription » ACC-SUB-2021-00003 


= ACC-SUB-2021-00003 - Active 


& Assigned To 


just now 


You created this 


1 minute ago 


3.9 Updating a Subscription_ 


Auto Repeat 


Is applicable on transactions 


Journal Entry, etc. are auto created 


Has only a few controls 


SUBSCRIPTION PLAN 


To access the Subscription Plan list, go to: 


1. How to create a Subscription Plan_ 


Party Type * 
+ 
Customer 
@ Attachments 
Party * 
Attach File + 
Orange Inc. 
vw Reviews 
+ 
A Shared With Subscription Period 
+ . 
Subscription Start Date 
® Tags 04-01-2021 
Add a tag 
Subscription End Date 
03-31-2022 
Oo: te) FOLLOW Follow Calendar Months 
nt new 
You edited this 


tive of current invoice start date 


Generate New Invoices Past Due Date 


| be generated as per schedule even if current 


4. Difference Between Subscription and Auto-Repeat_ 


Multiple transactions like Sales Order, Purchase Order, Invoices, 


will be created on calendar month a 


nvoices are unpaid 


Subscription 


Cancel Subscription Fetch Subscription Updates < > (=) 


Q Search or type a command (Ctrl + G) G Help ~ BS 


Company 


Unico Plastics Inc. 


Status 


Active 


Current Invoice Start Date 


04-01-2021 


Current Invoice End Date 


04-30-2021 


Days Until Due 
0 


Number of days that the subscriber has to pay invoices generated by this 


subscription 


Cancel At End Of Period 


Clicking on the Fetch Subscription Updates button will update the Subscription with the latest generated invoices. 


Is applicable on Items 


Only Sales Invoices and Purchase Invoices are auto-created 


Has many control options to define trials, billing due date, and 


creating Subscription Plans 


Home > Accounting > Subscription Management > Subscription Plan 


Before you can set a Subscription, you need a Subscription Plan. 


A Subscription Plan stores information about the Item being subscribed, its price, and billing interval. 


Set a Billing Interval Count. If you select Year as your interval and count as 5, the billing will be done for every 5 years. 


1. Goto the Subscription Plan list and click on New. 

2. Select the item that will be subscribed. 

3. Select a Price Determination whether Fixed or based on a Price List. 
4. Set a Billing Interval whether Daily, Weekly, Monthly, or Yearly. 

5: 

6. Save. 
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B > Accounting >» Subscription Plan >» Cloud-2020 


= Cloud-2020 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Currency 
USD 
vw Reviews 
+ 
& Shared With Subscription Price Based On * 
+ Monthly Rate 
® Tags 
Add a tag 


Billing Interval * 


Month 
0-Qo FOLLOW 
You edited this 
just now 
You created this Payment Plan 
just now 


You can also set up additional payment details and link a Payment Gateway. 


A Subscription Plan is linked to an Item, for which a Sales Invoice is created. 


SUBSCRIPTION SETTINGS 


To access the Subscription list, go to: 


Home > Accounting > Subscription Management > Subscription Settings 


not pay. 


B > Accounting > Subscription Settings 


= Subscription Settings 


& Assigned To 


Grace Period 
+ 


1 


A 
@ Attachments Number of days after invoice date has elapsed before canceling subscription or 


Attach File + marking subscription as unpaid 
Cancel Subscription After Grace Period 
vy Reviews 
+ Prorate 


& Shared With 


+ Add acomment 
0-Qo0 FOLLOW 
Administrator edited this Ctrl+Enter to add comment 
1 week ago 


Comment 
Administrator created this 


1 week ago 


© 


> 


Q Search or type a command (Ctrl + G) 


Item * 


Hosting 


Cost 


1,000.00 


Billing Interval Count * 


1 


Number of intervals for the interval field e.g if Interval is ‘Days' and Billing Interval 


Count is 3, invoices will be generated every 3 days 


tv) Saved 


The Subscription Settings page allows configuring settings for your ERP subscriptions. 


e@ Grace Period: Number of days after invoice date has elapsed before canceling subscription or marking subscription as unpaid. 


e@ Cancel Invoice After Grace Period: Instead of displaying 'Unpaid', the Subscription will be canceled in ERP if the Customer does 


Q Search or type a command (Ctrl + G) 
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SHAREHOLDER 


A Shareholder is someone who owns shares of a Company. 
A Shareholder is any person, company or other institution that owns at least one share of acompany’ s stock. Because shareholders are a 
company's owners, they reap the benefits of the company's successes in the form of increased stock valuation. If the company does poorly, 
shareholders can lose money if the price of company stock declines. 
Any profit or loss made by a Company belongs to the Shareholders and hence the Shareholders are a liability to the Company. 
ERP allows you to keep a track of all your Shareholders and maintain Share Transfers, Share Ledger and Share Balances. A shareholder is 
uniquely identified by the Shareholder ID. Normally this ID is a Naming Series starting with 'ACC-SH-'. Also as soon as the Shareholder 
makes even a single transaction, a Folio number is allocated to him. This also is unique to the Shareholder. 
To access the Shareholder list, go to: 
Home > Accounting > Share Management > Shareholder 
1. How to create a Shareholder_ 

1. Go to the Shareholder list and click on New. 

Enter the name of the Shareholder. 


2: 
3. Add Address and Contact details. 
4. 


Save. 

B > Accounting >» Shareholder >» ACC-SH-2021-00001 Q sharehol a Help ~ BS 
- Awesome Tech Share Balance Share Ledger < > & Save 
7 

® Tags Folio no. Company * 

Add a tag FNOOOO1 Unico Plastics Inc. 

0-Qo FOLLOW 
Address and Contacts 
You edited this No address added yet No contacts added yet 


1 minute ago 


New Address 


Share Balance 
Share Balance 
No Share Type Rate No of Shares Amount 
1 Equity 100 100 10000 @ Edit 


Add Row 


A Shareholder can avail the features (operations) in the Share Transfer process. Only after shares are issued to them, a Folio Number and 
the shares will be visible. 
1.1 Contacts and Addresses_ 


Contacts and Addresses in ERP are stored separately so that you can attach multiple Contacts or Addresses to Shareholders and other 


parties. 
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SHARE TRANSFER 


A Share Transfer is the Issue, Transfer, or Purchase of Company shares from one party to another. 
There may be times when you want to change the share structure of your Company; either by adding new Shareholders or by changing the 
existing proportion of shares between Shareholders. A Share Transfer is the process of transferring existing shares from one person to 
another; either by sale or gift. 
When creating a new Shareholder, they need to be issued shares first. Only then a Folio Number is visible and further transfer can be done 
using that Shareholder. 
To access the Share Transfer list, go to: 
Home > Accounting > Share Management > Share Transfer 
1. How to create a Share Transfer_ 
1. Go to the Share Transfer list and click on New. 
2. Select the Transfer Type, for first ever Shareholder transaction this will be ‘Issue’. 
Set a date for the transfer. 
Select the From and To Shareholders. 


3 

4 

5. Select the from and to Folio Numbers. 
6. Set the Liability and Asset accounts. 

7 


Select the share type whether Preference or Equity (more share types can be added if needed). 


8. Select the number of shares to be transferred. 
9 


Select the From and To number of shares. For example 1 to 3,000. 


10. Set the rate of one share, the amount will be calculated based on the number of shares. 


11. Save and Submit. 


B > Accounting > Share Transfer >» ACC-SHT-2021-00001 Q Search or type a command (Ctrl + G) G Help v BS 
ACC-SHT-2021-00001 * Submitted Create Journal Entry < > =) os Cancel 
& Assigned To 
Transfer Type * Date * 
+ 
Issue 01-01-2021 
9 Attachments 
Attach File + 
or Reviews To Shareholder 
+ ACC-SH-2021-00001 
9, Shared With To Folio No 
+ FNO0001 
Tags 
Add a tag 
Equity/Liability Account * Asset Account * 
Capital Stock - UP 1003 - Capital One - UP 
0-Q0 FOLLOW 
You edited this Share Type * No of Shares * 
3 minutes ago 
Equity 100 


You cre 


3 minut 


Fram Na * Ta Na * 


After submitting, a Journal Entry can be created to update the ledger using the Create Journal Entry button. 
Note: Before you can Purchase or Transfer shares between shareholders, shares need to be issued. 
1.1 Terminology. 
Transfer Types: 
e@ Issue: Shares are being issued to an existing Shareholder by the Company. 


e@ Purchase: The Company is purchasing back shares from an existing Shareholder. 
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e Transfer: Shares are being transferred from one Shareholder to another. 


Folio Number: This is a number used to uniquely identify a Shareholder and their transaction. 
Share Type: The two default options in ERP are Preference and Equity. This only indicates the type of share, more can be added as per your 


Company structure. 


SHARE REPORTS 


There are two types of reports in ERP for shares. Share Balance and Share ledger. 

1. Share Balance_ 

This is a report view which gives the list of all the shares held by a given Shareholder and its value. 
To access the Share Balance report, go to: 


Home > Accounting > Share Management > Share Balance 


B > Accounting Q Search or type a command (Ctrl + G) a Help v BS 
Share Balance Create Card SetChartt G 
04-22-2021 ACC-SH-2021-00001 
Shareholder Share Ty... No of Sh... Average ... Amount 
1  ACC-SH-2021-000... Equity 100 $100.00 $ 10,000.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.009525 sec 


2. Share Ledger_ 
This is a report view which gives the list of all the transactions made by a given Shareholder. 
To access the Share Ledger report, go to: 


Home > Accounting > Share Management > Share Ledger 


B > Accounting Q Search or type a command (Ctri + G) G Help v BS 
Share Ledger Create Card SetChartt G 
04-22-2021 ACC-SH-2021-00001 
Shareholder Date Transfer Type Share Ty... No of Sh... Rate Amount Company Share Tr... 
1 ACC-SH-2021-000... 01-01-2021 Issue Equity 100 $100.00 $10,000.00 Unico Plastics Inc. ACC-SHT-... 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.004286 sec 
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CONFIGURATIONS- MERGING ACCOUNTS 


For an account, if you have two records that are identical, and are meant for a common purpose, you can merge them into one record. 
Following are steps to merge two accounts. 

Step 1: Go to Chart of Accounts_ 

Accounts > Documents > Chart of Accounts 

Step 2: Go to Account_ 


Click on the account that you wish to merge with another document, and then click on the ‘Edit’ option. 


B Q Settings Help~y @ & 
Chart Of Accounts 
@ Direct Expenses = UP 

& Indirect Expenses - UP Edit Delete Add Child View Ledger 2 61,700.04 Dr 
Administrative Expenses - UP 2 0.00 Cr 

BANK CHARGES - UP 2 400.00 Cr 
Commission on Sales - UP @ 0.00 Cr 
Depreciation - UP 20.00 Cr 
Entertainment Expenses - UP 2 0.00 Cr 
Exchange Gain/Loss - UP 2 0.00 Cr 
Freight and Forwarding Charges - UP 2 0.00 Cr 
Gain/Loss on Asset Disposal - UP 2 0.00 Cr 

Legal Expenses - UP 2 0.00 Cr 
Marketing Expenses - UP 20.00 Cr 
Miscellaneous Expenses - UP 2 0.00 Cr 
Office Maintenance Expenses - UP 2 0.00 Cr 
Office Rent - UP 2 0.00 Cr 
Postal Expenses - UP 2 0.00 Cr 

Print and Stationary - UP 2 0.00 Cr 
Rounded Off - UP 2 0.04 Dr 
Salary - UP ® 36,400.00 Dr 

Sales Expenses - UP 2% 0.00 Cr 

% 0.00 Cr 


Telephone Expenses - UP 
2 0.00 Cr 


Transport Expenses - UP 

> Travel Expenses - UP 2 25,700.00 Dr 
Utility Expenses - UP 20.00 Cr 
Write Off - UP 2 0.00 Cr 


Step 3: Merge Account_ 
The document will open with different options present on the top. Click on 'Merge Account’. Enter the name of the account with which you 


want to merge the existing account. 
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Salary - 


B > Accounting 


Unico Plastics Inc. 


Oo Equity - UP 
© Income - uP 


oO Expenses - UP 


automated in ERP. 


Chart Of Accounts 


Depreciation - UP 

Entertainment Expenses - UP 
Exchange Gain/Loss - UP 

Freight and Forwarding Charges - UP 
Gain/Loss on Asset Disposal - UP 
Legal Expenses - UP 

Marketing Expenses - UP 
Miscellaneous Expenses - UP 
Office Maintenance Expenses - UP 
Office Rent - UP 

Postal Expenses - UP 

Print and Stationary - UP 

Rounded Off - UP 


uP 


Sales Expenses - UP 
Telephone Expenses - UP 
Transport Expenses # 
Travel Expenses - UP 
Utility Expenses - UP 
Write Off - UP 


Effect of Merging_ 


Chart of Accounts 


© Unico Plastics Inc. 
Oo Application of Funds (Assets) - UP 


© Source of Funds (Liabilities) - UP 


Edit Delete Add Child 


) 


system auto-creates new Fiscal Year. 


Group Account cannot be merged into Child Account and vice versa. 


CONFIGURATIONS-_ CHANGING PARENT ACCOUNT 


View Ledger 


CONFIGURATIONS- FISCAL YEAR CREATION 


Account Tree 


Account Transportation Expense - UP 


Account Transport Expenses - UP 


ToDo List 


Sales Order List 


Settings + 


After Account is merged, the new name is updated in the existing transactions where an old account was selected. 


Q Search or type a command (Ctrl + G) 


Expand All View Create : 


Financial Statements 2 


New Fiscal Year should be created each year, at the end of the current fiscal year. Creation of new Fiscal Year before its beginning has been 


Three days prior to the end of the current Fiscal Year, system checks if new Fiscal Year for the incoming year is already created. If not, then 


Help  & 


Menu: | New | 


% 36,400.00 Dr 


% 25,700.00 Dr 


$ 32,657,881.00 Dr 


$ 36,839,690.43 Cr 


$ 30,125,456.57 Cr 


$ 30,664,434.99 Dr 


% 0.00 Cr 
2 0.00 Cr 
2% 0.00 Cr 
2% 0.00 Cr 
20.00 Cr 
% 0.00 Cr 
2 0.00 Cr 
2% 0.00 Cr 
2% 0.00 Cr 
2 0.00 Cr 
@ 0.00 Cr 
2 0.00 Cr 


% 0.04 Dr 


20.00 Cr 
2 0.00 Cr 


2 0.00 Cr 


2 0.00 Cr 
2 0.00 Cr 
Help ~ BS 


$ 784,000.00 Cr 
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CONFIGURATIONS- FREEZE AN ACCOUNT 


Once an Account is Frozen, you won't be able to use it for any accounting transaction. 


To freeze an Account, go to Chart of Accounts, and edit an Account. 


B > Accounting Q Search or type a command (Ctrl + G) Gi Help ~ BS 


Chart of Accounts Expand All View > Create > Financial Statements 2 


Unico Plastics Inc. : 


( Unico Plastics Inc. 


o Application of Funds (Assets) - UP $ 32,657,881.00 Dr 
© Source of Funds (Liabilities) - UP $ 36,839,690.43 Cr 
© Equity - uP $ 784,000.00 Cr 
© Income - uP $ 30,125,456.57 Cr 
© Expenses - UP $ 30,664,434.99 Dr 
(© Direct Expenses - UP $ 630,050.00 Dr 
© Indirect Expenses - UP Edit Delete AddChild View Ledger $ 30,034,384.99 Dr 
© Administrative Expenses - UP $0.00 Cr 
© Bank Charges - UP $ 500.00 Dr 
$ 0.00 Cr 
© Depreciation - UP $ 0.00 Cr 
© Entertainment Expenses - UP $ 0.00 Cr 
© Exchange Gain/Loss - UP $ 0.00 Cr 
© Freight and Forwarding Charges - UP $ 0.00 Cr 
If User has Role define in the Account Setting assigned, then he/she will be able to set an Account as Frozen. 
B > Accounting > Account >» Commission on Sales - UP Q Search or type a command (Ctrl + G) Ga Help» BS 


= Commission on Sales- UP -» Update Account Name / Number Merge Account Chart of Accounts Ledger Non-Group to Group < > (=) 


&. Assigned To 


Disable Parent Account * 
+ 
Is Group Indirect Expenses - UP 
@ Attachments 
Company * Account Type 
Attach File + 
Unico Plastics Inc. : 
vw Reviews Setting Account Type helps in selecting this Account in transactions. 
Root Type 
+ 
Frozen 
Expense 
& Shared With v No 
Report Type Yes 
° port Ty 
Profit and Loss 
Balance must be 
® Tags 
Add atag... Currency = 
USD 
Include in gross 
Inter Company Account 
O- te) FOLLOW 


Administrator edited this 
21 hours ago Add a comment 


Administrator created this 
1 week ago 
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To freeze accounting entries upto a certain date, follow below given steps. 
Step 1: Go to: 
Accounting > Accounting Msters > Accounts Settings 
Step 2: Set Date_ 
Set date in the Accounts Frozen Upto field. 
> Accounting >» Accounts Settings Q Search or type a command (Ctrl + G) G Help» BS 
= Accounts Settings 
& Assigned To 
+ Books Closed Through Credit Manager 
04-23-2021 Sales Manager 
@ Attachments Accounting entries are frozen up to this date. Nobody can create or modify entries This role is allowed to submit transactions that exceed credit limits 
a except users with the role specified below 
pach File 7 Check Supplier Invoice Number Uniqueness 
p Role Allowed to Close Books & Make Changes to Closed Periods 
w Reviews Make Payment via Journal Entry 
= Unlink P; Cc Nati f Invoi 
Users with this role are allowed to set frozen accounts and create / modify ntink Payment.on Cancellation of invoice 
“ accounting entries against frozen accounts 
& Shared With 9 7 Unlink Advance Payment on Cancellation of Order 
+ Determine Address Tax Category From 
Book Asset Depreciation Entry Automatically 
Billing Address S 
Automatically Add Taxes and Charges from Item Tax Template 
Address used to determine Tax Category in transactions 
90-Q0 FOLLOW = Automatically Fetch Payment Terms 
Over Billing Allowance (%) 
0.00 Delete Accounting and Stock Ledger Entries on deletion of Transaction 


You edited this 
just now The percentage you are allowed to bill more against the amount ordered. For 
example, if the order value is $100 for an item and tolerance is set as 10%, then you 


Administrator created this are allowed to bill up to $110 


1 week ago 


Deferred Accounting Settinas 
Now, the system will not allow to make any accounting entries before set date. If at all someone tries creating entries, system will show error 


message as below. 


° Message 


You are not authorized to add or update entries before 04-23-2021 


You can still allow user with certain role to create/edit entries within accounts frozen date. You can set that Role in the Account Settings 


itself. 
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= Accounts Settings 


&. Assigned To 


+ 


@ Attachments 


Attach File + 


vw Reviews 


+ 


8&3 Shared With 
+ 
0-Qo FOLLOW 


You edited this 
just now 


Administrator created this 
1 week ago 


Customers. 


B > Accounting 


Chart of Accounts 


Unico Plastics Inc. 


& Unico Plastics Inc. 


CCeCCE 


{ Current Assets - UP 


© Debtors - UP 


B > Accounting > Accounts Settings 


Books Closed Through 


04-23-2021 


Accounting entries are frozen up to th 


except users with the role specified below 
Role Allowed to Close Books & Make Changes to Closed Periods 


Accounts Manager 


Users with this role are allowed to set frozen accounts and create / modify 


accounting entries against frozen accounts 
Determine Address Tax Category From 
Billing Address 
Address used to determine Tax Category in transactions 
Over Billing Allowance (%) 


0.00 


The percentage you are allowed to bill more against the amount ordered. For 


example, if the order value is $100 for an item and tolerance is set as 10%, then you 


are allowed to bill up to $110 


Deferred Accounting Settinas 


CONFIGURATIONS-_COMMON RECEIVABLE ACCOUNT 


As per the party model, a common receivable account called Debtor is auto-created. This is a default Receivable Account for all the 


Oo Application of Funds (Assets) - UP 


Accounts Receivable - UP Edit Delete AddChild View Ledger 


Bank Accounts - UP 

Cash In Hand - UP 

Loans and Advances (Assets) - UP 
Securities and Deposits - UP 


Stock Assets - UP 


ate. Nobody can create or modify entries 


© Tax Assets - UP 
© Fixed Assets - UP 
(5 Investments - UP 


o Temporary Accounts - UP 


If needed, you can also create a new receivable account and update in the Customer master. 

Question: Should | create separate Receivable Account Account for each Customer? 

Answer: You can, but it's not a recommended approach. If you want to create separate Receivable Account for each Customer for tracking 
receivable, then it not needed. You still view Account Receivable & General Ledger report for each Customer. 


Just like Debtors, for tracking payables, default account called Creditors is created under Account Payables. 


Q Search or type a command (Ctrl + G) G Help v BS 


Credit Manager 
Sales Manager 


This role is allowed to submit transactions that exceed credit limits 
Check Supplier Invoice Number Uniqueness 
Make Payment via Journal Entry 

Unlink Payment on Cancellation of Invoice 

Unlink Advance Payment on Cancellation of Order 

Book Asset Depreciation Entry Automatically 

Automatically Add Taxes and Charges from Item Tax Template 
Automatically Fetch Payment Terms 


Delete Accounting and Stock Ledger Entries on deletion of Transaction 


Q Search or type a command (Ctrl + G) G Help v BS 


Expand All View : Create > Financial Statements < 


% 30,22,689.52 Dr 
% 30,31,625.00 Dr 
= 30,21,625.00 Dr 
% 30,21,625.00 Dr 
% 7,000.00 Dr 

% 3,000.00 Dr 

= 0.00 Cr 

= 0.00 Cr 

= 0.00 Cr 

2 0.00 Cr 

% 8,935.48 Cr 
20.00 Cr 


= 0.00 Cr 
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CONFIGURATIONS- COMMON PARTY ACCOUNTING 


Common Party Accounting in ERP involves accounting of unusual transactions like creating a Sales Invoice against a primary Supplier. 


Let's assume an ERP user who has been making Purchase Invoices against a Supplier, wants to make a Sales Invoice against the same 


Steps: 


2. Create a link between two parties 


* Annual Billing: 354.00 


& Assigned To 


+ 
Connections v 


@ Attachments 


a 
Journal Entry 


@ Attachments 


The above can be achieved by enabling Common Party Accounting. 


supplier and adjust this Sales Invoice against one of the previous purchases. 


1. Go to Accounts Settings and enable Common Party Accounting. 


e If the primary role of the party is Supplier, then go to the Supplier Master and Click on Actions -> Link with Customer 


e If the primary role of the party is Customer, then go to the Customer Master and Click on Actions -> Link with Supplier 


= | > Buying > Supplier > John Francis Co Q Search or type a command (Ctrl + G) Qa Help v A 
= John Francis Co. ~ Enabled View 2 Create > Actions 2 < > & 
Ly 
Overview ~ 
Stats ~ 


* Total Unpaid: & -1,062.00 


Attach File + 
Name and Type 
¥y Reviews 
- Supplier Name * Supplier Group * 
John Francis Co. All Supplier Groups 
& Shared With 


3. Create a Sales Invoice against the Customer that was set as Secondary Party in the 4th step. 


4. —Onsubmitting the Sales Invoice, a Journal Entry will be posted automatically that will create an advance balance against the linked 


Supplier. 
B > Accounting > JournalEntry >» ACC-JV-2021-00030 Q Search or type a command (Ctrl + G) ray Help ~ A 
= Debtors - GT = Journal entry View ¢ Make ¢ < > || Bl] - Cancel 
& Assigned To 
Entry Type * Company * 


Glace Technologies 


Posting Date * 


Attach File “F 
26-08-2021 

vy Reviews 

+ 
& Shared With Accounting Entries 

+ No. Account Party Debit Credit 
® Tags 1 Debtors - GT John Francis 0.00 = 708.00 ? Edit 
Add a tag ... 

ae 2 Creditors - GT John Francis Co. % 708.00 70.00 = 7 Edit 


5. Now this Journal Entry advance can be then used to reconcile against a Purchase Invoice. 
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CONFIGURATIONS- FREEZE EXCHANGE RATE 


In ERP, you can fetch Exchange Rates between currencies in real-time, or save specific exchange rates as well. In ERP, saved exchange rates 
are also referred as Stale Exchange Rate. 
In your sales and purchase transactions, if the field of Currency Exchange Rate is frozen, that is because the feature of allowing stale exchange 
rates in transactions is enabled. To you wish to make Currency Exchange Rate field editable again, then disable the feature of Stale Exchange 
Rate from: 

e ~=Accounting > Accounting Masters > Accounts Settings 


@ — Uncheck field "Allow Stale Exchange Rates". 


B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) G Help v BS 


= Accounts Settings sis 


Print Settings 


Show Inclusive Tax in Print Show Payment Schedule in Print 


Currency Exchange Settings 


Allow Stale Exchange Rates 


Report Settings 


Use Custom Cash Flow Format 


Only select this if you have set up the Cash Flow Mapper documents 


Add a comment 


e@ = Save Account Settings 
e Refresh your ERP account 
@ = Check Sales / Purchase transaction once again 


After this setting, the Exchange Rate field in the transactions should become editable once again. 
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CONFIGURATIONS- LINKING STOCK WAREHOUSE AND ACCOUNTS 


The value of stock stored in the warehouses needs to be tracked. 


Each warehouse is linked to a ledger in chart of accounts through the ‘Account’ field in the warehouse. 


B > Stock >» Warehouse > Stores - UP Q Search or type a command (Ctrl + G) Qa Help v BS 


= Stores - Enabled Stock Balance General Ledger Non-Group to Group < >||e 


&, Assigned To 


Warehouse Type Account 
+ 


Stock In Hand - UP 


O, 


@ Attachments 


parent Warehouse Account or company default will be considered in 


Parent Warehouse transac 
Attach File + — 


All Warehouses - UP 


Company * 
vw Reviews 
Default In-Transit Warehouse Unico Plastics Inc. 
+ 
Disabled 
& Shared With 
Is Group 
+ 
® Tags 
Add a tag Address and Contact 
No address added yet No contacts added yet 
New Address New Contact 
0-Qo FOLLOW 
You edited this 
rapes Warehouse Contact Info ~ 


Administrator created this 


1 week ago 


If the Account field is empty in a warehouse, then the Account mentioned in the parent of that warehouse is considered. If an Account could 


not be determined by tracing the hierarchy, then the Default Inventory Account mentioned in the Company record is considered. 


B > Company > Unico Plastics Inc Q Search or type a command (Ctrl + G) Q Help v BS 


= Unico Plastics Inc. Create Tax Template View ¢ Create : < > 86 


Stock Settings 
Enable Perpetual Inventory Stock Received But Not Billed 
Enable Perpetual Inventory For Non Stock Items Stock Received But Not Billed - UP 


Default Inventory Account Service Received But Not Billed 


Stock In Hand - UP 


Stock Adjustment Account Expenses Included In Valuation 


Stock Adjustment - UP Expenses Included In Valuation - UP 


Fixed Asset Depreciation Settings v 


Non Profit Settings ~ 


HRA Settings v 


When a company is created, a ledger named ‘Stock In Hand' is created by default in Chart of Accounts. 
Chart of Accounts > Assets > Current Assets > Stock Assets > Stock In Hand. 


If required, you can create additional ledgers under ‘Stock Assets’ group. 
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B > Accounting Q Search or type a command (Ctrl + G) Q Help» BS 
Chart of Accounts Expand All View * Create > Financial Statements oo 
6 Unico Plastics Inc. 
i] Application of Funds (Assets) - UP $ 32,670,583.00 Dr 
& Current Assets - UP $ 31,886,583.00 Dr 
(© Accounts Receivable - UP $ 22,772,726.00 Dr 
(© Bank Accounts - UP $ 7,477,315.00 Dr 
(© Cash In Hand - UP Edit Delete AddChild View Ledger $ 1,790.00 Dr 
© Deferred Expense - UP $ 24,002.00 Dr 
£5 Loans and Advances (Assets) - UP $ 0.00 Cr 
© Employee Advances - UP $ 0.00 Cr 
& Securities and Deposits - UP $ 0.00 Cr 
© Earnest Money - UP $ 0.00 Cr 
CS) Stock Assets - UP $ 1,610,750.00 Dr 
© Stock In Hand - UP $ 1,610,750.00 Dr 
© Tax Assets - UP $ 0.00 Cr 
© Fixed Assets - UP $ 75,000.00 Dr 
© Accumulated Depreciation - UP $ 0.00 Cr 
© Buildings - UP $ 0.00 Cr 
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CONFIGURATIONS-_ PRINT CANCELLED INVOICE 


How to print a Cancelled Invoice? 


In Print Settings, there is a check-box that allows printing of cancelled Invoices. 


Print Settings Menu > 
Comments y PDF SETTINGS 
Assigned To - PDF Page Size 
Send Print as PDF 
Assign + 
Send Email Print Attachments as PDF (Recommended) Aa v 
Attachments F 
Repeat Header and Footer in PDF 
Attach File + 
Tags 
PAGE SETTINGS 
Reviews 
+ Print with letterhead Always add "Draft" Heading for printing draft documents 
Shared With Compact Item Print Allow page break inside tables 
vi Allow Print for Draft Allow Print for Cancelled 


Send document web view link in email Print taxes with zero amount 


Reload ERP for the settings to reflect: 


B Accounts Sales Invoice Q John Doe + Help + 99+ 
Leonardo DiCaprio «cancelled SINV-00012-1 & Menu~ edit | 
Standard English Letter Head Print Settings... Customize... FullPage PDF 

SALES INVOICE 
SINV-00012-1 
CANCELLED 
Customer Name Leonardo DiCaprio Date 07-03-2018 


Payment Due Date 07-03-2018 


Sr Item Description Image Quantity Rate Amount 
1 jbl reflect mini JBL Reflect Mini Earphones & Unit 1 €3,000.00 3,000.00 
(In-Ear ; a ig 
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CONFIGURATIONS- DEFAULT RECEIVABLE / PAYABLE ACCOUNT 


Question: 

How to link a Receivable or Payable Account with the Party (Customer / Supplier)? 

Answer: 

In ERP, the accounts for tracking Receivable (Debtors) and Payables (Creditors) are auto-created in the Chart of Accounts master. These 
accounts are also set as default Receivable and Payable Accounts in the Company masters. If you wish to proceed with these default 


Accounts, then you need not specify it for each Party. 


However, if you have created multiple Receivable and Payable Accounts in the Chart of Accounts, you can associate specific account with 


the specific party from Customer or Supplier master. In these master, check "Accounting Section." 


B Selling Customer [oe 78 UmairSayed > Help>+ 4& 13 | 


Propack Technologies PL ¢ nabied & weu~ 


ACCOUNTING 
Mention if non-standard receivable account 
Company Account 
1 Unico Plastics Inc. USA Debtor - P2S 


Add Row 


MODE OF PAYMENT 


In the sales and purchase transactions, there are various options to settle the payment. We can do it in cash, via bank transfer, via promotion 
voucher to list a few. In ERP, you can create Mode of Payments as per your requirement. In the Payment Entry, you can select the Mode of 
Payment applicable. 

You can manage standard Mode of Payments and create new ones from: 


Accounting > Setup > Mode of Payment 


B > Accounting >» Mode of Payment > Bank Draft Q Search or type a command (Ctrl + G) Q Help ~ PR 
= Bank Draft. - Enabied «> & ~ Be 
& Assigned To 
Enabled 
+ 
Type 


2. Attachments 
Bank a 


Attach File + 
Accounts 
vy Reviews 
No Company Default Account 
+ 
1 Unico Plastics Inc. HSBC - UP ? Edit 
4 Shared With 
Add Row 
7 dd 


In each Mode of Payment master, you can also set a default payment account. On selection of Mode of Payment, the respective payment 


account will be fetched automatically in the transaction. 


ial Y P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 317 - man.energy 800696 


TRANSACTIONS- DIFFERENCE ENTRY 


As per accounting standards, debit in a accounting entry must be equal to credit. If not, system does allow submission of accounting 


transaction, thereby stops ledger posting. In ERP, on saving accounting entry, system validates if debit and credit is tallying. 


* Message 


Total Debit must be equal to Total Credit. The difference is -1000.0 


To have entry balanced, you should one more row, select another account, and update different amount in it. Or you can add difference 
amount in one of the Account's row itself. 
On clicking ‘Make Difference Entry’ button, new Row will be added under Journal Entry Accounts table, with difference amount. You can 


edit that row to select appropriate Account. 


6 > Accounting > Journal Entry » ACC-JV-2021-00026 Q Search or type a command (Ctrl + G) Gs oHepy =siBS 
= Telephone Expenses - UP - nor Savea ells tents save | 
©, Attachments Entry Type * From Template 

Attach Fae cs Journal Entry : 
ny Reviews Finance Book Company * 

uw Unico Plastics Inc. 
& Shared With @ Posting Date * 

+ 24-04-2021 
® Tags 
Add a tag ... 

Accounting Entries 
No. Account Debit Credit 
90:-Q0 FOLLOW 
1 Telephone Expenses - UP %1,200.00 %0.00 @ Edit 

You edited this iy 2 Other Payable - UP %0.00 % 1,500.00 2 Edit 


On selecting account under new row, debit and credit an entry will be tallying, and you should be able to submit Journal Entry correctly. 
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TRANSACTIONS- POST DATED CHEQUE ENTRY 


Post Dated Cheque is a cheque dated on future date. Party generally give post dated cheque, as advance payment. This cheque would be 
cleared only when cheque date arrives. 

In ERP, create Payment Entry for post dated cheque. 

New Payment Entry_ 

To open new journal voucher go to 

Explore > Accounting > Payment Entry > New 

Set Posting Date_ 

Assuming your Cheque Date is 31st December, 2016 (or any future date). As a result, this posting in your bank ledger will appear on Posting 


Date updated. 


B > Accounting > Payment Entry >» new-payment-entry-1 Q Search or type a command (Ctri + G) a Help ~ BS 


New Payment Entry - not savea 


Type of Payment 

Series * Posting Date * 

ACC-PAY-.YYYY.- 2 04-21-2021 

Payment Type * 

Receive . 
su MO TU WE TH FR SA 

1 2 3 

4 5 6 Ys 8 9 10 
14#612«13:«14«'15 ss 16s*17 
18 «#19 20 Bj 23° «24 

Payment From / To 25 26 27 28 29 30 

Party Type Today 

Customer 

Party Party Bank Account 


Excellent GmbH 
Party Name Contact 
Note: Payment Entry Reference Date should equal to or less than Posting Date. 
Step 3: Save and Submit_ 
After entering required details, Save and Submit the Payment Entry. 
Adjusting Post Dated Cheque Entry_ 


You can adjust Post Dated Payment Entry against an invoice via Payment Reconciliation Tool. 


When cheque is cleared, i.e. on actual date on the cheque, you can update its Clearance Date via Bank Reconciliation Tool. 


In the Chart of Accounts, you might find value of this Payment Entry already reflecting against bank Account. You should check Bank 
Reconciliation Statement, a report in the account module to know difference of bank balance as per system, and actual balance in the 


bank's statement. 
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TRANSACTIONS- ADJUSTING WITHHOLD AMOUNT 


Let's assume that outstanding against a Sales Invoice is 20,000. When client makes payment, they will only pay 19,600. Rest 400 needs to 
be booked under tax withhold account. You can manage this scenario as described below. 
Step 1: Setup Withhold Account_ 


Create a Withhold Account in your Chart of Accounts. 


Step 2: Payment Entry_ 
To create Payment Entry, go to unpaid Sales Invoice and create click on Make Payment button. 
Step 2.1: Enter Payment Amount_ 


Enter Payment Amount as 19,600. 


B > Accounting > Payment Entry > new-payment-entry-2 Q Search or type a command (Ctrl + G) G Help v BS 
New Payment Entry - Nor savea 
Accounts v 


Amount 


Paid Amount (USD) * 


19,400.00 


Reference 
Get Outstanding Invoice 


Payment References 


No. Type Name Grand Tota’ Outstanding Allocated 
1 Sales Invoice SINV-21-00001 20,000 20,000 20,000 ? Edit 


Add Row 


Step 2.2: Allocate Against Sales Invoice_ 

Against Sales Invoice, allocate 20,000 (explained in GIF below). 

Step 2.3: Add Deduction/Loss Account_ 

You can notice that there is a difference of 400 in the Payment Amount and the Amount Allocated against Sales Invoice. You can book this 


difference account under Withhold Account. 
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B > Accounting > Sales invoice > SINV-21-00001 Q Search or type a command (Ctri + G) G Help» BS 
= Orange Inc. unpaia View: [ff < >| @i | Cancel 
& Assigned To Q 
2 Connections ~ 
as Payment Reference Returns 
@ Attachments 
: Payment Entr + Timesheet cr Sales Invoice oP 
Attach File + uh us 
Payment Request Delivery Note + 
vw Reviews 
+ Journal Entry + Sales Order 
Invoice Discounting = 2 POS Invoice - 
& Shared With 
Dunning + 
oe 
® Tags Subscription 
Add atag.. Auto Repeat se 
0-Q0 FOLLOW 


Customer Company * 


Following same steps, you can also manage difference availed due to Currency Exchange Gain/Loss. 


TRANSACTIONS- BULK PAYMENT ENTRY 


If you want to create a single payment entry adjusting against multiple invoices, follow the steps given below. 

Make a "New Payment Entry”. 

Select a Party Type and Party. On selection of a Party, all the outstanding invoices will be fetched for that Customer/Supplier. 
Enter the Payment Amount. 


Allocate the amount against invoices/orders as needed. 


Ge 3: ON 


Save and Submit Payment Entry. 


Demo of Bulk Payment Entry_ 


B > Accounting > Payment Entry >» new-payment-entry-1 Q Search or type a command (Ctri + G) G Help v BS 


= New Payment Entry - or savea 


® 
Type of Payment 
Series * Posting Date * 
ACC-PAY-.YYYY.- ee 04-23-2021 
Payment Type * Company * 
Receive ie} Unico Plastics Inc. 


Mode of Payment 


Payment From / To 


Party Type 
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TRANSACTIONS- WITHDRAWING SALARY FROM OWNER'S EQUITY ACCOUNT 


Question_ 
After meeting with my accountant here in the US, | was informed that with my company being a sole member, | should not pay myself a 
salary that would hit the direct expenses account but instead should take a "draw" that hits the balance sheet and not the expenses. Can 
you please advise how | should set this up in ERP Next please? 
Answer_ 

1. Create an account for Owner's Equity under Liabilities if you already do not have. This account will be your investment in the 

business and the accumulated profits (or losses). It will have a "Credit" type balance. 
2. In an Version 5, Equity will be a new head (not under Liabilities). (In either case Assets = Owner's Equity + Liabilities, so your 


balance sheet will be okay Learn more about owner's equity account). 


3. Create an account for Owner's Draws under Owner's Equity. 

4. Note that the balance of Owner's Draws will always be negative since you are reducing money from your total equity / profits. 
Example_ 
Example journal entry (using Journal Voucher in ERP) for a withdrawal of $1000 would be: 

1. Credit Cash $1000 

2. Debit Owner's Draws $1000 
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Answer: 
In the Payment Entry, enter values as follows. 
1. Paid Amount as 50 EUR 


Against the Invoice, allocate 54 EUR 


book 4 EUR there 


B Sales Invoice 
ICP India « vepaia 


Comments i) 


Assigned To 


Attachments Custome' 


Attach File + 


ICP India 


Tags 


Add a tac 


e-Way Bill No 


Reviews 
Include Payment (POS) 


Shared With 
Is Return (Credit Note) 


in 4 minutes 


You created tt 


1 CUSTOMER PO DETA 


in 4 minute 


45.76MB (0%) used 


2 
3. This will leave to Difference Amount of 4 EUR 
4 


You edited this ACCOUNTING DIMENSIONS 


TRANSACTIONS- INVOICE DISCOUNT IN PAYMENT ENTRY 


at the same time we know that there were a discount on the invoice. 


Question: Sometimes a customer doesn't pay totally the invoice and he wants us to give him a discount. For example, the total invoice is 


54 euro but he pays 50 euro and takes 4 euro as discount. How to register this case in the system in order the invoice is shown as paid but 


In the Deductions and Additional Charges table, select Income account or Discount Expense Account (as per your preference) to 


Q Settings + Help~  & 


ACC-SINV-2019-00019 & <> Menur Cancel 


Make |View > 


Rio Digital Solutions 


Date 


27-12-2019 
ting 
11:12:11.394975 
ent Due Date LS 


27-12-2019 


MAN ENERGY 


- 323 - 
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TRANSACTIONS- ADDING REFERENCE TO JOURNAL ENTRY 


To link a Journal Entry to the documents of choice, expand the row you want to insert a reference with and choose the Reference Type 


and Reference Name. 


Refer to the GIF to illustrating the same: 


B Accounting Journal Entry Q Settings ~ Help~ @ & 
New Journal Entry 1 Not saves 
Quick Entry 
Entry Type From Template 
Journal Entry v 
Series Company 
ACC-JV-.YYYY.- a Quinn's Bakery 
Finance Book Posting Date 
26-02-2021 


Accounting Entries 
Account Party Type Party Debit Credit 


| 


Add Multiple Add Row 


Reference Number : 
Multi Currency 


Reference Date 


List of Documents one can link to a Journal Entry: 
Sales Invoice, Purchase Invoice, Journal Entry, Sales Order, Purchase Order, Expense Claim, Asset, Loan, Payroll Entry, Employee Advance, 


Exchange Rate Revaluation, Invoice Discounting, Fees. 
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TRANSACTIONS- BOOK DISCOUNT ALLOWED AND RECEIVED SEPARATELY 


Discounts are part of everyday businesses. A discount allowed is when the supplier of goods or services grants a payment discount to a 


customer. On the other hand, a discount received is the reverse situation, where the customer is granted a discount by the supplier. 


When you are a supplier, and you grant a discount to your customer, it is treated as a type of Expense, whereas, if you receive a discount 


from your supplier, it is considered as an income. 


In ERP, discount allowed or received is not booked separately. It is typically the final amount of the invoice (after discount) that is booked. 


However, if you wish to book the discounts separately, you can follow the below steps: 


1) "Discount Allowed" is a type of Expense and "Discount Received" is a type of Income. Hence, first create these two accounts in the Chart 


of Accounts. 


Chart of Accounts 


& Investments - MAT 
®& Temporary Accounts - MAT 
® Source of Funds (Liabilities) - MAT 
&& Income - MAT 
= Direct Income - MAT 
Sales - MAT 
Service - MAT 
& Indirect Income - MAT 
& Expenses - MAT 
® Direct Expenses - MAT 


& Indirect Expenses - MA Edit Delete Add Child View Ledger 


Administrative Expenses - MAT 
Commission on Sales - MAT 
Depreciation - MAT 

Electricity Expenses - MAT 
Entertainment Expenses - MAT 
Exchange Gain/Loss - MAT 

Freight and Forwarding Charges - MAT 
Gain/Loss on Asset Disposal - MAT 


Legal Expenses - MAT 
Marketing Expenses - MAT 


ay Settings + Help~ j* & 


2 118,232.68 Dr 


@ 10.00 Cr 


2) Create an invoice, select the item. Now, under the "Sales/Purchase Taxes and Charges" table, select the discount account head depending 


on the transaction, and enter the discount rate as a negative value. 


For example, if we are creating a Sales Invoice, and we are giving a discount of 10% to the customer, the 10% discount is booked in a separate 


"Discount Allowed" account. Check the screenshot below to understand the same. 
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B Sales Invoice 


item 


1 Cake 


TIME SHEET LIST 


Total Quantity 


1 


Type 


General Ledger 


M. A. Technology 


ACC-SINV-2020-00024 


Include Default Book Entries 


Ag sub-contracting services ® unpaid 


Sales Taxes and Charges 


1 On Net Total 


Show Cancelled Entries 


Posting D... Account Debit (INR) 
4 Opening 0.000 
2 18-11-2020 Debtors - MAT 315.000 
3 18-11-2020 Discount Allowed - MAT 35.000 
4 18-11-2020 Sales - MAT 0.000 
5 Total 350.000 
6 Closing (Opening + Total) 350.000 


Is customer exempted from sales tax? 


Account Head 


Discount Allowed -... 


18-11-2020 


Credit (INR) 


0.000 
0.000 
0.000 
350.000 
350.000 


350.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


Q 


ACC-SINV-2020-00024 


Quantity Rate 


1 2 350.00 


Total Net Weight 


o 


Total (INR) 


2 350.00 


Rate Amount 


-10 @ -35.00 


expense for the supplier. Check the below screenshot to understand how the accounts are booked. 


18-11-2020 


Group by Voucher (Consolide 


Consider Accounting 


Dimensions 


Balance (INR) Voucher Type Voucher No 
0.000 
315.000 Sales Invoice ACC-SINV-2020-00024 
350.000 Sales Invoice ACC-SINV-2020-00024 
0.000 Sales Invoice ACC-SINV-2020-00024 
0.000 
0.000 


3) Proceed to making the final payment via Payment Entry as shown in the screenshots below: 


Settings ~ 


6<> 


Amount 


2 350.00 


Total 


= 315.00 


Settings + 


Menu 


Set Chart 


Show Opening Entries 


Against Account 


Sales - MAT 


Help + 


Menu + 


Help ~ 


@ 2 


Cancel 


As seen in the screenshot above, the total value of the invoice without discount is Rs. 350. On applying 10% discount, the total value of the 


invoice now comes down to Rs. 315. The discount amount of Rs. 35 is booked under the Discount Allowed account which is a type of 


- 4 


‘ Refresh 


Create Card 


Party Type 


Customer 


Ag sub-contracti... 


Ag sub-contract... 


Execution Time: 0.020621 sec 
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43_ bt oi 
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Payment Entry 


Ag sub-contracting s 


You edited this 
31 minutes ago 


You created this 
32 minutes ago 


88.95MB (0%) used 


General Ledger 


Include Default Book Entries 


EIrvices @ Submitted 


ACCOUNTS 
Party Balance 


2 945.00 


Account Paid From 


Debtors - MAT 


Account Currency 


Account Balance 


20.00 


AMOUNT 
Paid Amount (INR) 


2 315.00 


REFERENCE 


Payment References 
Type 


1 Sales Invoice 


Show Cancelled Entries 


Posting D.... Account Debit (INR) 

1 Opening 0.000 
2 

3 Opening 0.000 
4 18-11-2020 Debtors - MAT 0.000 
5 18-11-2020 HDFC - MAT 315.000 
6 Total 315.000 
7 Closing (Opening + Total) 315.000 
8 

9 Total 315.000 
10 Closing (Opening + Total) 315.000 


For comparison, use >5, <10 or =324, For ranges, use 5:10 (for values between 5 & 10) 


Taxes and Charges table will be "Discount Received" which will be an income account. 


48_btt 5 
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Q Settings ~ Help~  & 
ACC-PAY-2020-00011 & <€ > Menus Cancel 
Account Paid To 
HDFC - MAT 
Account Currency 
INR 
Account Balance 
20.00 
Name Total Amount Outstanding Allocated 
ACC-SINV-2020-... 315 0 315 
Q Settings ~ Help~  & 
Menu + Refresh 
Consider Accounting Show Opening Entries 
Dimensions 
Credit (INR) Balance (INR) Voucher Type Voucher No Against Account Party Type 
0.000 0.000 
0.000 
0.000 0.000 
315.000 -315.000 Payment Entry ACC-PAY-2020-00011 HDFC - MAT Customer 
0.000 0.000 Payment Entry ACC-PAY-2020-00011 Ag sub-contract... 
315.000 0.000 
315.000 0.000 
0.000 
315.000 0.000 
315.000 0.000 
Execution Time: 0.02104 sec 
Note: The same process can be followed while creating a Purchase Invoice. However, in this case, the account selected in the Purchase 
P.O.Box 128448, Dubai, United Arab Emirate: 
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TRANSACTIONS- ACCOUNTING FOR BAD DEBTS 


Bad Debts is a type of expense which occurs due to Customer’ s inability to pay back the amount outstanding invoices reflect, in such 
cases, when there is a sincere or reasonable belief that it cannot be recovered, it is considered to be a good practice to write-off the amount 
due. 
It is treated as a business loss, which could have been the income is now treated as an expense and transferred to write-off account under 
Expense accounts. 
Consider an example where Frank has an outstanding invoice of $200, he has gone out of business and won’ t be able to clear it. 
To write-off, follow the steps below: 

1. Create Journal Entry of type Write-Off Entry. 

2. Select Write Off account to debit and Debtors to credit. 

3. Select Party Type as Customer with Frank as Party. 

4. Choose Reference Type & Reference Invoice you want to write off (exoand the Debtor's row and scroll down to Reference 

section). 

Once the balance is written off, the amount will be booked as an expense and outstanding against Frank will start reflecting 0. 
In future, if Frank becomes e/ig/b/e to clear his dues later or in the next year, create a reverse journal entry to remove Frank from write-off 


account to adjust it with the payment received. 


TRANSACTIONS- BOOK PETTY CASH ENTRY 


Petty Cash is a small amount of cash on hand used for paying expenses like Travel, Telephone, etc, that are too small to merit writing a 


cheque. You can make such entries into ERP via Journal Entry. 


To book petty cash expenses, follow the below steps: 
1) Create accounts under Chart of Accounts. 


a) Cash Account 
B QO Settings ~ Help~ WF & 


Chart Of Accounts Menu } New | 


Expand All View Create Financial Statements ~ 


M. A. Technology 


& M. A. Technology 
& Application of Funds (Assets) - MAT t 12,72,085.00 D 
& Current Assets - MAT g 85.0( 

® Accounts Receivable - MAT 
®@ Bank Accounts - MAT @ 70.00 D 
G Cash In Hand - MAT % 2,495.0 
& Loans and Advances (Assets) - MAT .00 C 
® Securities and Deposits - MAT 
® Stock Assets - MAT ? 12,74,380.00 D 


& Tax Assets - MAT 


b) Expense Accounts (under Indirect Expenses) 


P.O.Box 128448, Dubai, United Arab Emirates —— 
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G 
Chart Of Accounts 


G& Expenses - MAT 

@ Direct Expenses - MAT Edit Delete Add Child View Ledger 

& Indirect Expenses - MAT 
Administrative Expenses - MAT 
Commission on Sales - MAT 
Depreciation - MAT 
Electricity Expenses - MAT 
Entertainment Expenses - MAT 
Exchange Gain/Loss - MAT 
Freight and Forwarding Charges - MAT 
Gain/Loss on Asset Disposal - MAT 
Legal Expenses - MAT 
Marketing Expenses - MAT 
Miscellaneous Expenses - MAT 
Office Maintenance Expenses - MAT 
Office Rent - MAT 
Postal Expenses - MAT 
Print and Stationary - MAT 
Rounded Off - MAT 
Salary - MAT 
Sales Expenses - MAT 
Telephone Expenses - MAT 
Travel Expenses - MAT 
Utility Expenses - MAT 


link to know how to create the same. 


2) Create a Journal Entry (JV) of type Cash. 


B Journal Entry 
Telephone Expenses - MAT cash Entry 


Comments i) 


Assigned To 
Entry Type 
Assign + 
Cash Entry 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews Accounting Entries 


+ Account 


Shared With 1 Telephone Expens... 


+ 
2 Electricity Expens... 


3 Cash - MAT 


You edited this 
24 minutes ago 


You created this 
24 minutes ago 


separate rows. Make sure the Debit and Credit side is balanced. 


Party Type 


Party 


Company 


3) The default Cash account will be auto-populated in the row for the Credit side.You can change this account 


Q 


ACC-JV-2020-00005 


M. A. Technology 


Posting Date 


18-09-2020 


Total Debit 


2 5,000.00 


Total Credit 


2 5,000.00 


Debit 


2 1,500.00 


2 3,500.00 


20.00 


Settings + Help~ s* & 


Menu + New 


2 12,39,280.00 Cr 
2 12,44,380.00 Cr 
2 5,100.00 Dr 


2 0.00 Cr 
20.00 Cr 
2% 0.00 Cr 


2 3,500.00 Dr 


2 0.00 Cr 
2 0.00 Cr 
2 0.00 Cr 
2 0,00 Cr 
2 0.00 Cr 
2% 0.00 Cr 
% 0.00 Cr 
2 0,00 Cr 
2 0.00 Cr 
2% 0.00 Cr 
2 0.00 Cr 
2 0,00 Cr 
2% 0.00 Cr 
2 0.00 Cr 


® 1,600.00 Dr 


2 0.00 Cr 
2 0.00 Cr 


NOTE: Most of these accounts will already be created. If you need to create a few more of your choice, you can do so. You can refer this 


4) Add the Expense account in the table. You can also add multiple Expense accounts (eg. Telephone Expense, Travel Expense, etc.) as 


Settings ~ Help~  & 


@&<> = Menur 


View ~ 


Credit 


20.00 


2.0.00 


% 5,000.00 


Cancel 


Make ~ 
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6) Save and Submit. 


General Ledger 


M. A. Technology 


ACC-JV-2020-00005 


Question: 


Answer: 


by which you wish to reduce the price. 


Original Purchase Invoice 


we handle price fluctuations using a Debit Note. 


Total Quantity 


1 


18-09-2020 


Show Opening Entries 


5) Additionally, you can also add Reference number, Date, Remarks for future reference. 


You can view the Accounting Ledger from the Journal Entry Itself via the View button. 


18-09-2020 


Group by Voucher (Consolide 


Include Default Book Entries 


TRANSACTIONS- DEBIT NOTE FOR PRICE ADJUSTMENT 


Total (INR) 


= 20,000.00 


Settings ~ Help~ i & 


Refresh 


Menu + 


Set Chart Create Card 


Show Cancelled Entries 


Posting D... Account Debit (INR) Credit (INR) Balance (INR) Voucher Type Voucher No Against Account Party Type 

1 Opening 0.000 0.000 0.000 

2 18-09-2020 Cash - MAT 0.000 5,000.000 -5,000.000 Journal Entry ACC-JV-2020-00005 Telephone Expe... 

3 18-09-2020 _ Electricity Expenses - MAT 3,500.000 0.000 -1,500.000 Journal Entry ACC-JV-2020-00005 Cash - MAT 

4 18-09-2020 Telephone Expenses - MAT 1,500.000 0.000 0.000 Journal Entry ACC-JV-2020-00005 Cash - MAT 

5 Total 5,000.000 5,000.000 0.000 

6 Closing (Opening + Total) 5,000.000 5,000.000 0.000 

For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.020798 sec 


We created a Purchase Invoice for an item worth INR 20,000. We need to create a Debit Note to revise the item's price to INR 15,000. Can 


You can very much create a Debit Note against an Invoice itself for price adjustment. In the Debit Note, for the Items, only enter the amount 


B Purchase Invoice Q Settings + Help~ 3% 
Servify LLC « overdue ACC-PINV-2019-00007 & <> Menuy Cancel 
Items 
Item Accepted Qty Rate Amount 
1 One+7 1 = 20,000.00 = 20,000.00 


Total Net Weiaht 


43_btt oi 
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Debit Note created for the price variation 


B Purchase Invoice Q Settings > Help~y j@ A 
Servify LLC « Return ACC-PINV-2019-00008 & <> Menuy Cancel 


Update Stock 


Items 
Item Accepted Qty Rate Amount 
1 One+7 -1 = 5,000.00 = -5,000.00 
Total Quantity Total (INR) 
-1 = -5,000.00 


On submission of Debit Note, the outstanding of original Purchase Invoice would be reduced by the Debit Note amount. 


B Purchase Invoice Q Settings > Helpy y* & 


Servify LLC ¢ overdue ACC-PINV-2019-00007 & <> Menuy Cancel 


Outstanding Amount (INR) 


= 15,000.00 


Disable Rounded Total 
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TRANSACTIONS- PAYMENT ENTRY FOR CAPITAL ACCOUNT 


Question: 

How to create a Payment Entry where a shareholder is investing capital. The amount should get added in the company's Bank Account. 
Answer: 

You can create a Payment Entry for a Shareholder as well. Once you have added a Shareholder in ERP, you can select them in the Payment 


Entry on these lines. 


B Accounting Payment Entry Q Settings + Help~ 5 g 93 | 
New Payment Entry 1 ¢ Not savea 


PAYMENT FROM / TO 


Party Type Company Bank Account 
Shareholder 
Party Party Bank Account 


ACC-SH-2019-00001 


Party Name Contact 


Salman Mulani 


ACCOUNTS 

Party Balance Account Paid To 
20.00 HSBC Bank - VO 

Account Paid From Account Currency 
Creditors - VO »> INR 

Account Currency Account Balance 
INR = 88,930.00 


Account Balance 


z -4,000.00 


The only thing you will have to check with your CA would be Account Paid From. If you create this Entry from Payment Entry, which is 
designed to receive payment based on accruals, you will have to define a Debtor or Creditor account for selection in Account Paid From 


field. 

Payment Entry via Journal Entry_ 

If this doesn't help, you can very much create a Journal Entry to manage this scenario. A simple Journal Entry would be: 
Cr. Shareholder's account..........0+ XXX 


Dr. Bank ACCOUNT oo. XXX 


In the Journal Entry as well, you use the fields like Reference No. and Date for tracking cheque details of the customer. 


P.O.Box 128448, Dubai, United Arab Emirates 
man.energy 


- 332 - 


MAN ENERGY 


TAXES-_ INCLUDE TAX OR CHARGE IN VALUATION OR TOTAL? 


Consider Tax or Charge field in Taxes and Charges table of purchase or sales transactions has three values. 
e Total 
e = Valuation 


e = Total and Valuation 


Editing Row #1 Insert Below Insert Above  ) Duplicate Move v 


Consider Tax or Charge for * Account Head * 


v Valuation and Total ST 6.25% - UP 
Valuation 
Total Description * 


Add ST 6.25% @ 6.25 


Type * 
On Net Total 
Is this Tax included in Basic Rate? 


If checked, the tax amount will be considered as already included in the Print 
Rate / Print Amount 


Accounting Dimensions 


Business Unit 


Let's consider an example to understand an effect of each charge type. We purchase ten units of item, at the rate of 800. total purchase 
amount is 800. Purchased item has 4% VAT applied on it, and INR 100 was incurred in transportation. 

Total: 

Tax or Charge categorized as Total will be included in the total of purchase transactions. But it will not have impact on the valuation of item 
purchased. 

If VAT 4% is applied on item, it will amount to INR 32 (at item's based rate is 800). Since VAT is the consumption tax, it should be added 
value of Purchase Order/Invoice, since it will be included in payable towards supplier. But it should not be added to the value of Purchased 
item. 

When Purchase Invoice is submitted, general ledger posting will be done for tax/charge categorized as Total. 

Valuation:_ 

Tax or charge categorized as Valuation will be added in the value of purchased item, but not in the total of that purchase transaction. 
Transportation charge of INR 100 should be categorized as valuation. With this, the value of purchased item will be increased from 800 to 
900. Also, this charge will be not be added to the total of purchase transaction, because it is your expense, and should not be reflected to 
the supplier. 

Check here to learn general posting done for expense categorized as Valuation. 

Total and Valuation:_ 

Tax or Charge categorized as for Total and Valuation will be added in the valuation of item, as well as in the totals of purchase transactions. 
Let's assume that transportion is arranged by our supplier, but we need to pay transportation charges to them. In that case, for transportation 
charges, category selected should be Total and Valuation. With this, INR 100 transportation charge will be added to the actual purchase 


amount 800. Also, INR 100 will reflect in the total, as it will be payable for us towards supplier. 
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TAXES-_ TAX INCLUSIVE ACCOUNTING 


Use Case: Tax-inclusive pricing incorporates the sales tax paid by your customer into the item’ s total price. 
For example, If an item costs $100 with a tax rate of 10%, the customer still pays a flat $100, of which $9.10 is collected as tax. To configure 
this, following the following steps: 
1) In the Sales Taxes and Charges section, go to the table view of the tax in question and expand the row. 
2) Check the "Is this Tax included in Basic Rate?" checkbox. 
> Sales Invoice Q Settings ~ Helpy * & 


Editing Row #1 Insert Below InsertAbove Duplicate Move 


Type Description 
On Net Total Freight and Forwarding Charges 
Account Head 


Freight and Forwarding Charges - TB 


Is this Tax included in Basic Rate? 


If checked, the tax amount will be considered as already included in 
the Print Rate / Print Amount 


ACCOUNTING DIMENSIONS 
Cost Center 


Main - TB 


Amount (INR) Amount (INR) 


29.09 29.09 


Total (INR) Total (INR) 
2 100.00 2100.00 


Tax Amount After Discount Amount 


The system back calculates the tax accordingly. 


Taxes- Types in Tax Template 
In the Sales Taxes and Purchase Taxes master, you will find a column called Type. Following a brief on a meaning of each Type and how 


you can use it. 


P.O.Box 128448, Dubai, United Arab Emirates Athi ci—_—~ 
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B > Accounting > Sales Taxes and Charges Template > US ST 6.25% - UP Q Search or type a command (Ctrl + G) rat Help v BS 


= US ST 6.25% - UP - nor savea <)>) e 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Title * Company * 
US ST 6.25% Unico Plastics Inc. 
vw Reviews 
+ Default Tax Category 
‘ Disabled 
83 Shared With 
+ 
® Tags Sales Taxes and Charges 
Add a tag * Will be calculated in the transaction 
No Acdpunt Head Rate Amount Total 
1 TB.25% - UP 6.250 0.00 0.00 «2 Edit 
0-Qo FOLLOW 
On Net Total 
Add Ro On Previous Row Amount 
Administrator edited this On Previous Row Total 


1 week ago 


On Item Quantity 


Administrator created this 
1 week ago Add a comment 


Actual: This allows you to enter expense amount directly. For example, Rs. 500 incurred for Shipping. 

On Net Total: If you want to apply any tax or charges on Net Total, select this option. For example, 18% GST applied to all the item in the 
Sales Order. 

On Previous Row Amount: This option helps you want to calculate tax amount calculated based on another tax amount. 

Example: Education Cess is calculated based on the amount of GST tax. 

On Previous Row Total: For each Tax row, a cumulative tax is calculated in the Total column. For the first row, total tax is calculated as Net 
Total + Tax amount at first row. If you want to apply a tax on the Total Amount of another tax row, then use this option. 

If you select Type as Previous Row Amount or Previous Row Total, then you must also specify a Row No. whose Amount or Total should be 
considered for the calculation. 


On Item Quantity: This option can be used for fixed/item specific taxes. 
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TAXES- APPLY TAX ON ANOTHER TAX OR CHARGE 


Consider a prospect wants to apply tax on a tax. Let's take an example tax (NBT) is to be applied on the net total amount of items and then 


apply another tax (VAT) on it. In the below example, tax NBT 2% is to be applied on sum of value of items, and then tax VAT 15%. 


Item Qty Rate Amount 

A 10 5.00 50.00 
1 100.00 100.00 
1 850.00 850.00 


Total 1,000.00 T1 


Tax NBT 2% 20.00 NBT 
VAT 15% 153.00 VAT 


Net 1,173.00 T2 


T1 = SUM OF 
VALUE 

NBT= 2% OF T1 
VAT= 
(T1+NBT)*15% 
T2= T14NBT+T2 


In ERP, to map this in Sales Order/Invoice in Sales Taxes and Charges table: 
1. Select type of tax as On Net Total 
2. — Select or add new tax as NBT and set rate at 2%. 


3. Then add a new row and select type of tax as On Previous Row Total and select or add new tax as VAT and set rate at 15%. 


Sales Taxes and Charges 


Type Account Head Rate Amount Total 
1 On Net Total NBT -F 2 = 20.00 = 1,020.00 
2 On Previous Row T... Vat - F 15 = 153.00 = 1,173.00 


Add Row 


Expand the 2nd row and add the Reference Row # to 1. 
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Editing Row #2 


Type 
On Previous Row Total 
Reference Row # 


1 


Account Head 


Vat - F 


ACCOUNTING DIMENSIONS 


Cost Center 


Main - F 


Rate 


15 


Description 


Vat 


Is this Tax included in Basic Rate? 


if checked, the tax amount will be considered as already included in 
the Print Rate / Print Amount 


Once you save the document and see the print preview, it will look like the following. 


Quantity Discount Rate 


Amount Weight Total 


Amount Per Unit Weight 
1 2A A Nos 10 = 0.00 = 5.00 = 50.00 0 0 
2 8B B Nos 1 %0.00 100.00 = 100.00 0 0 
3. 0C Cc Nos 1 %0.00 850.00 = 850.00 0 0 
Total Quantity 12 Total = 1,000.00 
NBT % 20.00 
Vat % 153.00 
Grand Total & 1,173.00 
Rounded Total = 1,173.00 
In Words INR One Thousand, One 
Hundred And Seventy Three 
only. 
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TAXES- TAX ON ANOTHER TAX AMOUNT 


Use Case: Need to calculate tax on the previous tax amount and not on the item amount. 

For example, we have 5 items and Service Charge is calculated on the Net Total of the 5 items. Additionally, we need to calculate 5% VAT 
on the Service Charge of the Items and not on the Net Total of the Invoice. In this case, you need to follow the following steps: 

1) In Sales Invoice, under the Sales Taxes and Charges section you need to set the tax calculation. In row 1, select the Type as "On Net 
Total" and Account Head as needed. Enter the Rate if not set already. 

The amount for this particular account head is calculated under the Amount column. 

2) Next, you need to calculate tax on the previous row's amount (which is the tax amount). To do this, select the Type as "On Previous Row 
Amount". Set the Account Head and Rate as needed. Expand the row and set the Reference Row # as shown below. 


B Sales Invoice Q Settings~ Helpy i & 


Editing Row #2 i | Insert Below Insert Above Duplicate Move 


Type Description 


On Previous Row Amount VAT 5% 


Reference Row # 
1 


Account Head 
VAT 5% - TB 


Is this Tax included in Basic Rate? 


If checked, the tax amount will be considered as already included in 
the Print Rate / Print Amount 


ACCOUNTING DIMENSIONS 
Cost Center 


Main - TB 


Amount (INR) Amount (INR) 
20.75 20.75 
Total (INR) Total (INR) 
2115.75 2115.75 
Tax Amount After Discount Amount 


20.75 


The Sales Taxes and Charges section set looks as follows: 


Sales Invoice Q Settings ~ Help~ 3 & 
Kavita @ Dratt ACC-SINV-2020-00011 & < >  Menu~ 


Sales Taxes and Charges 


Type Account Head Rate Amount Total 
1 On Net Total Service - TB 15 215.00 = 115.00 
2 On Previous Row Am: VAT 5% - TB 5.000 0.75 115.75 
Add Row 
TAX BREAKUP 
Total Taxes and Charges (INR) 
215.75 
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TAXES- ADDITIONAL CHARGES IN PAYMENT 


Question: 
A Sales Invoice is created for value USD 177 which was values as: 
@ Where item's base price is USD 143 


e = Additional transportation expense is USD 34 
When customer makes payment via payment gateway, they deduct (say) USD 7 as a service charge. How do | create a Payment Entry which 
update Sales Invoice as 100% paid, and also allows booking of payment gateway expense? 
Answer: 
Here is the help on how to adjust additional charges in the Payment Entry, yet have Sales Invoice paid completely. Please refer to GIF below 


for the exact steps. 


B Sales Invoice Q Settings + Helpy s* & 
Mehesh Engineering « v»raia ACC-SINV-2019-00013 & <> Menu~ Cancel 


CURRENCY AND PRICE LIST 


Update Stock 


Items 


Item Quantity Rate Amount 
1 One+7 1 2% 143.00 2% 143.00 
TIME SHE 
Ly Tota! Quantity Total (INR) 
7 = 143.00 
Total Net Weigt 
0 
T ateg 
In State 
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TAXES- STOCK TRANSFER WITH GST 


In certain situations, there are statutory requirements where taxes are to be applied on each transfer of Material. It is easier to manage it in 
a transaction like a Sales Invoice, than in the Stock Entry. Please follow the following steps to transfer material from one branch to another 


using Sales and Purchase Invoice 


Step 1 - Add default Unrealized Profit and loss account and default In-Transit warehouse in the company master 


|= | > Company > Gadget Technologies Pvt. Ltd. Q Search or type a command (Ctrl + G) a Help v A 
= Gadget Technologies Pvt. Ltd. + Not Saved Create Tax Template View ¢ Create ¢ < >|) all 


Default Warehouse for Sales Return 


Default In Transit Warehouse 


Goods In Transit - GTPL 


|= | > Company > Gadget Technologies Pvt. Ltd. Q Search or type a command (Ctrl + G) a Help v A 
= Gadget Technologies Pvt. Ltd. - Not savea Create Tax Template View > Create > < > || Gl) - 
Launanys VaniyLuss~ Ure ie > varary rayawie~ Gire 
Unrealized Exchange Gain/Loss Account Default Expense Claim Payable Account 


Creditors - GTPL 


Unrealized Profit / Loss Account 


Inter Warehouse Transfer GST - GTPL 


Step 2 - Create Internal Customer and Supplier and allow them to transact with the same company. Also, link appropriate address 


and GST details with the respective parties 


B > Selling > Customer > Gadgets Internal Q Search or type a command (Ctrl + G) iat Help v A 
= Gadgets Internal; Enabled Accounting Ledger Accounts Receivable Create ¢ < >|) Sit 
Disabled 


Is Internal Customer 


Represents Company 


Gadget Technologies Pvt. Ltd. 


Allowed To Transact With 


Allowed To Transact With 


No. Company 


4 Gadget Technologies Pvt. Ltd. @ Edit 


Add Row 
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B > Buying > Supplier >» Gadget Technologies Pvt. Ltd. 


= Gadget Technologies Pvt. Ltd. - enabiea 


Is Internal Supplier 


Represents Company 


Gadget Technologies Pvt. Ltd. 


Allowed To Transact With 
Allowed To Transact With 


No. Company 


3.2 Check update stock 


B > Accounting > Sales Invoice >» PVROOO03 


= Gadgets Internal - pratt 


Warehouse 


Source Warehouse 


Mumbai - GTPL 


Items 


Update Stock 


Scan Barcode 
Items 
No. Item 


1 Battery 2300 mAh 


Add Multiple Add Row 


3.4 Save and Submit 


Stock Ledger 


Gadget Technologies Pvt. Ltd. 


Step 3 - Create Sales Invoice (Delivering the items from source) 


3.1 Select the internal customer you created in your previous step 


Q Search or type a command (Ctrl + G) a Help v A 


View ¢ Create > < > @ ii 


Prevent POs 


3.3 Add items to be transferred along with the Source Warehouse and Target Warehouse as the In-Transit warehouse 


Q Search or type a command (Ctrl + G) iat Help ~ A 


Get Items From * < >] -ay = 


Set Target Warehouse 


Goods In Transit - GTPL 


Quantity Rate Amount 
1 = 500.00 = 500.00 @ Edit 


Download Upload 


MAN ENERGY 
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B > Stock 


B > Accounting 


Party Type 


Department 


Posting ... 


25-02-2... 
25-02-2... 
4 


5 


Gadget Technologies Pvt. 


Accounting Ledger 


General Ledger 


Party 


Branch 


Account 


Opening 

IGST - GTPL 

Inter Warehouse Transf... 
Total 


Closing (Opening + Total) 


Stock Ledger 
Gadget Technologies Pvt. 25-02-2021 
Batch No Brand 
Date Item Item Name 
| 25-02-2021 22:1... Battery 23... Battery 23... 
2 25-02-2021 22:1... Battery 23... Battery 23... 


Finance Book 


Debit (INR) 


0.00 
0.00 
90.00 
90.00 


90.00 


Q Search or type a command (Ctrl + G) 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


Set Chart 


fan Help» A 


Create Card 


G 


25-02-2021 Warehouse Item Item Group 
PVROO004 Project Include UOM Show Cancelled Entries 
Stock U... In Qty Out Qty Balance ... Voucher # Warehouse Item Group 
Unit 0.00 -1.00 0.00 PVROO004 Mumbai - GTPL Products 
Unit 1.00 0.00 2.00 PVRO0004 Goods In Transit - GTPL Products 
Execution Time: 0.035449 sec 
Q Search or type a command (Ctrl + G) vai Help ~ A 
Set Chart Create Card G 
25-02-2021 25-02-2021 Account PVROOO04 
Group bv Voucher (Con ¥ vi Cost Center Project 
Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Credit (IN... Balance (INR) Voucher Type Voucher No Against Acco... Party Type Party 
0.00 0.00 
90.00 -90.00 Sales Invoice PVROOO04 Gadgets Inter... 
0.00 0.00 = Sales Invoice PVROOO04 Gadgets Inter... 
90.00 0.00 
90.00 0.00 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


Step 4 - Create Purchase Invoice (Receiving Items at destination) 


Use the "Create Internal Purchase Invoice" button from the sales invoice to create Purchase Invoice 


Execution Time: 0.053152 sec 


B > Accounting > Sales Invoice > PVROOOO04 Q Search or type a command (Ctrl + G) ray Help v A 
Gadgets Internal - internal transfer Views < > 6 Cancel 
. E-Way Bill JSON 
+ Connections ~ 
Return / Credit Note 
@ attachments Payment Reference 
Attach File + Payment Entry Timesheet + Maintenance:schedula 
Payment Request Delivery Note Subscription 
vw Reviews 
+ Journal Entry + Sales Order Internal Purchase Invoice 
Invoice Discounting + POS Invoice oF 
& Shared With 
Dunning + 
ae 
® Tags Subscription 
Adda tag... Auto Repeat + 
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Select the Accepted Warehouse (warehouse at which stock has been received) and save and submit 
B > Accounting > Purchase Invoice >» PINV-00243 Q Search or type a command (Ctrl + G) a Help v A 
= Gadget Technologies Pvt. Ltd. - pratt GetltemsFrom: << > @ 
Set Accepted Warehouse Set From Warehouse 
Ahmedbad - GTPL Goods In Transit - GTPL 
Sets ‘Accepted Warehouse’ in each row of the items table. Sets 'From Warehouse' in each row of the items table. 
Rejected Warehouse Raw Materials Supplied 
No $ 
Warehouse where you are maintaining stock of rejected items 
Update Stock 
Scan Barcode 
Items 
No. Item Accepted Qty Rate Amount 
1 e Battery 2300 mAh’ 1 = 500.00 = 500.00 @ Edit 
Add Multiple = Add Row Download Upload 
Stock Ledger 
= | > Stock Q Search or type a command (Ctrl + G) a Help v A 
Stock Ledger Set Chart Create Card G 
Gadget Technologies Pvt. 25-02-2021 25-02-2021 Warehouse Item Item Group 
Batch No Brand PINV-00243 Project Include UOM Show Cancelled Entries 
Date Item Item Name Stock U... In Qty Out Qty Balance... Voucher # Warehouse Item Group Brand 
1 25-02-2021 22:2... Battery 23... Battery 23... Unit 0.00 =1:00: 1.00  PINV-00243 Goods In Transit - GTPL Products 
2 25-02-2021 22:2... Battery 23... Battery 23... Unit 1,00 0.00 1.00  PINV-00243 Ahmedbad - GTPL Products 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.140981 sec 
Accounting Ledger 
|= | > Accounting Q Search or type a command (Ctrl + G) iat Help v A 
General Ledger Set Chart CreateCard CG 
Gadget Technologies Pvt. Finance Book 25-02-2021 25-02-2021 Account PINV-00243 
Party Type Party Group bv Voucher (Con ¥ wo Cost Center Project 
Department Branch Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (INR) Credit (IN... Balance (INR) Voucher Type Voucher No. Against Acco... Party Type Party 
1 Opening 0.00 0.00 0.00 
2 25-02-2... IGST - GTPL 90.00 0.00 90.00 Purchase Invo... PINV-00243 Gadget Techn... 
3 25-02-2... Inter Warehouse Transf... 0.00 90.00 0.00 Purchase Invo... PINV-00243 Gadget Techn... 
4 Total 90.00 90.00 0.00 
5 Closing (Opening + Total) 90.00 90.00 0.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.179034 sec 
43 ot. 
= P.O.Box 128448, Dubai, United Arab Emira 
MAN ENERGY - 343 - 


man.energy 800695 


| | 


configurated and appropriate addresses and GST details linked to the internal parties 


TAXES- GST FOR MULTIPLE BRANCHES 


This will help you automate GST calculation if your company has different branches with separate GSTIN. 


This is an extension to the blog: 5 Steps to automate UAEn GST in ERP 


1. Update your Company’ s branch-wise addresses 
2. Configure State-wise GST Accounts (Optional) 
Item-wise GST setup 


Classification of Inter-State and Intra-State Taxes 


a FF w& 


Configuring Invoice Templates 


Step 1- Update your Company’ s branch-wise billing addresses __ 


branch to branch. 


Summer 


1. Delhi Branch (Billing) Edit 


98765 

Delhi Chowk 

Delhi 

Delhi, State Code: 07 

India 

GSTIN: 0O7AABCB2115P1ZR 


2. Maharashtra Branch (Billing) Edit 


12345 

Dadar 

Mumbai 

Maharashtra, State Code: 27 
india 

GSTIN: 27AABCE1743J1ZQ 


Now, make sure that your Customer's and Supplier's addresses have GS7 State and Party GST/N configured properly. 


Note: Application of GST automatically on invoices is subjective to your GST configuration. Make sure you have proper tax templates 


The very first step is to update your company’ s branch wise Address with appropriate GSTIN as it will differ (/f in different states) from 


B Settings Company Q Settings + 


@&<> = Menur 


tavie 1x 


° 
Help~ @ & 
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B Retail Customer 


Maharashtra Customer ¢ Enabled 


ADDRESS AND CONTACT 


1. Maharashtra Customer (Billing) 


123 

Mumbai 

Maharashtra, State Code: 27 
India a eee, 


GSTIN: 27AABCU9603R1ZN 


New Address 


Step 2 - Configure State-wise GST Accounts (Optional)_ 


B Accounting 


Chart Of Accounts 


Summer 


> Summer Add Child View Ledger 
® Application of Funds (Assets) - S 
& Source of Funds (Liabilities) - S 
®& Capital Account - S 
& Current Liabilities - S 
® Accounts Payable - S 
f= Duties and Taxes - S 
CGST-S 
& GST - Delhi- S 
CGST - Delhi- S 
IGST - Delhi- S 
SGST - Delhi- S 


= GST - Maharashtra - S 
CGST - Maharashtra - S 
IGST - Maharashtra - S 
SGST - Maharashtra - S 


No contacts added yet 
Edit 
New Contact 


To configure, go to Chart of Accounts, create a state-wise set of GST accounts (CGS7, SGST & /GST) as seen in the screenshot below. 


Expand All 


Add these newly created accounts in GST Accounts table from GST Settings, to include this in all GST Reports. 


° 
Q Settings Helpy  & 


&<> = Menur 


J 
Q Settings Help~y @ & 
Menu + New 


View~  Create~ Financial Statements ~ 
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° 
B Q Settings ~ Helpy @ & 
GST Settings Menu 
Reviews GST Accounts 
+ Company CGST Account SGST Account IGST Account CESS Account 
Shared With 1 Summer CGST-Ss SGST-S IGST-S 
+ 
2 Summer CGST - Delhi-S SGST - Delhi - S IGST - Delhi - S 
3 Summer CGST - Maharasht... SGST - Maharasht... IGST - Maharashtr... 
Add Row 


Step 3 - Item-wise GST setup _ 
a. Create Item Tax Template for different rates and add all the GS7 Accounts we have created in previous step. 
b. Define the rates. 


This helps system know which GST Accounts and Tax Rates to apply in the Invoices. 


Your Item Tax Template should look like this: 


° 
B Accounting Item Tax Template Q Settings ~ Helpy @ & 
GST 12% @<> = Menu~ 
Company 
Summer 
Tax Rates 
Tax Tax Rate 


You edited this 
just now CGST - Maharashtra - S 


You created this 
just now 


SGST - Maharashtra - S 


597.19MB (2%) used IGST - Maharashtra - S 


CGST - Delhi- S 


SGST - Delhi-S 


IGST - Delhi- S 


Add Row 


The same way you can create different Item Tax Templates for different GST Rates. 


After the creation of Item Tax Templates, you can start with assigning these templates to their respective Items from the Item Master. 
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° 

B Stock Item Q Settings ~ Help~ @ A 
Diary @ Enabled &<> = Menu~ 

TEM TA 

Will also apply for variants 

Taxes 

Item Tax Template Tax Category Valid From 
1 GST12% 
Add Row 


Step 4 - Classification of Inter-State and Intra-State Taxes_ 

We are nearly there. 

Create two Tax Categories, for each of our branches in different State. The Source State on each 7ax Category will correspond to each of 
our company’s branches. 

Each state will have two Tax Categories, one for Inter State and other for Out State transactions. 


For ‘Out State’ Tax Categories, mark ‘Is Inter State’ checkbox as enabled. 


IN State Tax Category for Delhi: 


© 
B Accounting Tax Category Q Settings ~ Help~y @ & 
IN State - Delhi B<> Menu 
Source State @ 
Delhi v 
Rijul edited this 
1 week ago Is Inter State 


Rijul created this 


OUT State Tax Category for Delhi: 


B Accounting Tax Category Q Settings > Help~ a 
OUT State - Delhi &<>  Menur 


Source State @ 


Delhi v 
Rijul edited this 


Is Inter State 


Rijul created this 


Create for other States the same way as shown above. 


Step 5 - Configuring our Invoice Templates _ 


Finally, configure a set of two Sales Taxes and Charges Templates, and two Purchase Taxes and Charges Templates, for each Tax 


Categories created. 
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Go to Sales Taxes and Charges Template, and define a set of two templates for each state (as seen in the screenshot below for Maharashtra) 


For IN State template, choose the IN State Tax Category and appropriate CGST & SGST account in Account Head. 


° 
B Accounting Sales Taxes and Cha... Q Settings + Help~ @ & 
IN State - Maharashtra - S ¢ Enabled B<>  Menu~ 
: Title Company 

Reviews 

re IN State - Maharashtra Summer 
Shared With Detour: Tax Category 

+ Disabled IN State - Maharashtra 

* Will be calculated in the transaction 


Sales Taxes and Charges 


Type Account Head Rate Amount Total 
1 OnNet Total CGST - Maharasht... 0 = 0.00 = 0.00 
2  OnNet Total SGST - Maharasht... 0 = 0.00 = 0.00 


Add Row 


For OUT State template, choose the OUT State Tax Category and appropriate IGST account in Account Head. 


° 
B Accounting Sales Taxes and Cha... Q Settings + Help~  & 
OUT State - Maharashtra - S ¢ Enabies B<>  Menu~ 
. Title Company 

Reviews 

+ OUT State - Maharashtra Summer 
Shared With Default Tax Category 

+ Disabled OUT State - Maharashtra 

* Will be calculated in the transaction. 


Sales Taxes and Charges 


Type Account Head Rate Amount Total 
1 OnNet Total IGST - Maharashtr... 0 = 0.00 2 0.00 


Add Row 


Note: Enter our 7ax Accounts in Account Head's and leave rest as ‘0’ - since the tax rates will be fetched from the Item Master. 


Repeat the same process to configure Purchase Taxes and Charges Template and for other States as well. 


We enjoy the fruits of our labour:_ 


Refresh your account now as we have completed the setup now. 
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To verify if everything works as expected, create an Invoice or an Order: 
1. Select a Customer/Supplier. 
2. Check Company's Address and reselect it to whichever Branch you want to create the Invoice/Order from. 


3. Selecting Customer/Supplier will fetch the right template, check if the Taxes and Charges are fetched properly. 


Example 1:_ 
Here | have selected a Customer from Maharashtra and Company's Address as Maharashtra too, it should fetch the IN State template 


we created above. 


° 

B Accounting Sales Invoice Q Settings ~ Helpy @ & 

New Sales Invoice 1 © Net savea 
Customer 


———__ Maharashtra Customer 


ADDRESS AND CONTACT 


Customer Address Shipping Address Name 


Maharashtra Customer-Billing 


Billing Address GSTIN @ Customer GSTIN 


27AABCU9603R1ZN 


Address Place of Supply @ 


123 27-Maharashtra 
Mumbai 

Maharashtra, State Code: 27 
india 


GSTIN: 27AABCUS603R1ZN Maharashtra Branch + —_ 


oO 


npany Address Name 


It auto-fetched the following Taxes and Charges Template: 


° 

B Accounting Sales Invoice Q Settings ~ Help~ @ & 

New Sales Invoice 1 © not saved 
Sales Taxes and Charges Template Shipping Rule 


——— __|NState - Maharashtra - S 


Sales Taxes and Charges 


Type Account Head Rate Amount Total 
1 OnNet Total CGST - Maharasht... 0 = 0.00 = 0.00 
2  OnNet Total SGST - Maharasht... 0 = 0.00 = 0.00 


Add Row 


Example 2:_ 
Here | have selected a Customer from Maharashtra and Company's Address as Delhi, it should fetch the OUT State template we created 


above. 
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B Accounting Sales Invoice Q Settings ~ Help~ a 
New Sales Invoice 1 ¢ Not saved 
Series 
ACC-SINV-.YYYY.- 
Customer 
———__ Maharashtra Customer 
ADDRESS AND CONTACT 
Customer Address Shipping Add 
Maharashtra Customer-Billing 
Billing Address GSTIN @ Customer GSTIN 
27AABCU9603R1ZN 
Address Place of Supply @ 
123 27-Maharashtra 
Mumbai 
Maharashtra, State Code: 27 Pay ee ee a 
A Company Address Name 
India 
GSTIN: 27AABCU9603R1ZN Delhi Branch <—— 
It auto-fetched the following Taxes and Charges Template: 
B Accounting Sales Invoice Q Settings ~ Help~ a 
New Sales Invoice 1 ¢ Not saved 
Sales Taxes and Charges Template Shipping Rule 
—— OUT State -Delhi-S 
Tax Cate: 
Sales Taxes and Charges 
Type Account Head Rate Amount Total 
1 OnNet Total IGST - Delhi- S 0 = 0.00 = 0.00 
Add Row 
TAXES- _NAMING SERIES AS PER GST RULES 
Rule 46 (b) of the CGST Rules 2017 specifies that the tax invoice issued by a registered person should have a consecutive serial number, 
not exceeding sixteen characters, in one or multiple series, containing alphabets or numerals or special characters — hyphen or dash and 
slash symbolized as “-" and “/" respectively 
This validation will come into effect in ERP from the new fiscal year i.e FY 2021-22. If you encounter an error similar to one shown in the 
screenshot below, follow the below steps to resolve the issue and add a new naming series for Sales and Purchase Invoices 
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° Message x 


Maximum length of document number should be 16 characters as per GST rules. 
Please change the naming series. 


Step 1: Go to "Naming Series" doctype and select transaction as "Sales Invoice" 
B > Naming Series Q Search or type a command (Ctrl + G) a Help v A 
Naming Series 


Setup Series 


Set prefix for numbering series on your transactions 


Select Transaction 


° 


Sales Invoice 


Edit list of Series in the box below. Rules: 
* Each Series Prefix on a new line. 
+ Allowed special characters are "/" and "-" 
« Optionally, set the number of digits in the series using dot (.) followed by hashes (#). For example, "####" means that the series will have four digits. Default is five digits. 


Examples: 
INV- 
INV-10- 
INVK- 

INV- HHH 


Step 2: Add a new naming series having maximum upto 16 characters. For eg INV-.YYYY.-.#####. Add this as the first option and don't 


check "User must always select" inorder to make this as the defaut naming series 


B > Naming Series Q Search or type a command (Ctrl + G) a Help v A 


Naming Series 


Examples: 
INV- 
INV-10- 
INVK- 
INV- fH 


Series List for this Transaction 


INV-.Y YY Y.-H 
PVR 
SINPS-.YYYY.-####H# 
SINV- 


Check this if you want to force the user to select a series before saving. There will be no default if you 


check this. 
Update 
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TAXES- GENERATE GSTR-1 JSON FILE 


Follow below steps to generate JSON file using ERP. 


Setup GST Parameters: 


Go to Accounts > Goods and Services Tax (GST UAE) > GST Settings and update GST parameters. 


GST Settings 
ATTACHMENTS 
Attach File + 
TAGS Company CGST Account SGST Account IGST Account 
SHARED WITH 1 Frappe Technologi... © CGST- FT SGST - FT IGST - FT 
+ 
Add Row 
B2C Limit 


You edited this 


Report GSTR-1: 


Go to Accounts > Goods and Services Tax (GST UAE) > GSTR-1. Also, you can search in awesome bar. 


CESS Account 


GSTR| 


Search for 'GSTR' 


Report GSTR-1 


a EN 


Select Return period and Type of Business: 


Update filters as per return period and type of Business ( invoice Type) to get the required data. 


Download GSTR-1 Data: 


Go to Menu and export and download GSTR-1 Data. 


Rate Taxable Value (¢ 


Saga Ltd 01-07-2018 31-07-2018 v B2B 
B2C Large 
Sr No GSTIN/UIN of Recipient ReceiverName Invoice Num... Invoiced... Invoice Vaid B2C Small C... Invoice T... E-Commerce GS... 
_  CDNR 
EXPORT 
—————— 
1 29AABCE8744K1Z5 Siscon LLP SINV-00016 10-07-2018 % 59,000.00 29-Karnataka N Regular 
2 33AACCP1379E1ZO Dopal Ltd SINV-00017 20-07-2018 2 27,730.00 33-TamilNadu  N Regular 


Menu + Refresh 


18 2 50,000.00 
18 2 23,500.00 
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GST Return Offline Tool: 
Open GST Offline Tool. (Download Offline Tool from GST Portal) 


GES 


pr Goods and Services Tax Offline Tool 


Upload new invoice/ other data for return Open Downloaded Return file from GST portal 


NEW OPEN 


Instructions 
NEW button: To upload new invoice/other data for OPEN button: To open return file downloaded from GST 
return. Taxpayer can upload invoice data as many times portal to accept, reject, modify and add missing invoice 


as needed. details. 


Press New button and update GST return type, GSTIN Fiscal Year and Tax Period in Offline Tool . 


bn Goods and Services Tax Offline Tool 


File Returns 
GST Statement/Returns* GSTIN of Supplier® Financial Year® 
GSTR1 ~~ 2018-19 
Tax Period® 
August w 


Is SEZ Taxpayer?*® Yes (@) No 


Select Section and Import GSTR-1 CSV in Offline Tool. 
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ais Goods and Services Tax Offline Tool 
is 


Import Data Using Excel and CSV Import 


Import Returns - All sections in one Go 


IMPORT EXCEL 


Import Returns - One section at a time 


Select Section 


B2B Invoices - 4A, 4B, 4C, 6B, 6C v 


IMPORT CSV ee 
COPY EXCEL 


Generate and Download JSON file. 


Goods and Services Tax Offline Tool 


GSTR1 f 


Following file(s) have been generated. Please Click on the link to Download 


returns_20122018_R1_27AAACW8099E1ZX_offline.json 


Upload JSON file on GST Portal. 


Details of outward supplies of goods Auto Drafted details (For view only) 


GSTR2A 


or services 
GSTR1 


Due Date - 
VIEW DOWNLOAD 


PREPARE ONLINE PREPARE OFFLINE 


Monthly Return 


GSTR3B 
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ADVANCED- PAYMENT LEDGER 


A Separate ledger to record transactions on receivable and payable accounts. 
Design_ 
‘Debit’ and ‘Credit’ fields are replaced by ‘Account Type’ and 'Amount'(which can take both +ve and -ve values). If Voucher, 
@ increases account balance - amount has +ve value 
e@ decreases account balance - amount has -ve value 
Key Fields_ 
e Account Type - Receivable/Payable 
e = Account - Account Name 
e Party - Party Name 
@ = Voucher No - Voucher affecting account balance 
e = Against Voucher No - Linked voucher 


e@ Amount - Voucher amount 


Example: 


A Sales Invoice of 1000 and a Payment Entry against that invoice will look like below. 


Q PLE-22-05-001395 ACC-PAY: SIN 0 %-1,000.00 |) 


© PLE-22-05-001394 SINV-2 050 SINV- 0050 % 1,000.00 J) 


Flowchart of Old and New Design_ 
Old Design 


——S 


Sales Purchase Payment 


Invoice Invoice Entry Journal Entry 


Basic Transactions 


Reconcile 


Submit/Cancel 


Submit/Cancel { 


GL Entry 


New Design 
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— —_— — 
Sales Purchase Payment 
Invoice Invoice Entry Journal Entry 


Basic Transactions 


Reconcile 


Payment Reco 


Submit/Cancel 


Link/Delink { 


Submit/Cancel | 


Advantage_ 
Consider a scenario, where a payment is reconciled against a sales invoice. In the old design, this would require the Payment Entry's GL 
entries to be cancelled and new GL entries with the link to sales invoice will be reposted. 


With the new design, there is on need to touch GL Entry. Only Payment Ledger will be updated. 


ADVANCED-_ MANAGE FOREIGN EXCHANGE DIFFERENCE 


In ERP, you can create transactions in the foriegn currency as well. When creating transaction in the foreign currency, system updates current 
exchanage rate with respect to customer/supplier's currency and base currency on your Company. Since Exchange Rate is always fluctuating, 
one might receive payment from the client on exchange rate different from one mentioned in the Sales/Purchase Invoice. Following is the 
instruction on how to manage different amount, availed in payment entry, due to exchange rate change. 

Add Expense Account_ 

To manage currency difference, create Account Exchange Gain/Loss. This account is generally created on the Expense side of P&L 


statement. However, you can place it under another group as per your accounting requirement. 
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= New Payment Entry - not savea 


Writeoff 


Total Allocated Amount (EUR) 


€ 3,000.00 


Total Allocated Amount (USD) 


$ 3,591.00 


Set Exchange Gain / Loss 


Deductions orLoss ~ 


Payment Deductions or Loss 


No Account 


1 Exchange Gain/Loss - UP 


Add Row 


Add Row 


Book Payment Entry_ 


B > Accounting > SalesInvoice > SINV-21-00004 


= Excellent GmbH ~ vnpaic 


& Assigned To 


+ Connections ~ 


@ Attachments 
Attach File + Customer 


Excellent GmbH 
vw Reviews 


+ E-Way Bill No. 


& Shared With 


+ Include ponent (POS) 
> Tags Is Return (Credit Note) 
Add a tag 

O- (0) FOLLOW 


ADVANCED- IMMUTABLE LEDGER 


This changes the way Accounting Ledger (General Ledger) and Stock Ledger works in ERP. There are multiple reasons why ledgers should 


be immutable. To list a few: 


e Reposting future entries is computationally expensive. To post a backdated transaction, all future entries need to be reposted. 
e In Stock Ledger, where the valuations are based on First-in-first-out (FIFO) method, the entire sequence may get regenerated 
which may upset valuations and profit for subsequent transactions. 
e “Taxes paid for a period may also get changed. 
Following are the impacts on day to day transactions_ 


1. Reverse Entries on cancellation of transactions _ 


Cost Center 


Main - UP 


Unallocated Amount (EUR) 


4.68 


Difference Amount (USD) 


$ 0.00 


Q Search or type a command (Ctrl + G) Gi Help v BS 


Company * 


Unico Plastics Inc. 


Date * 


04-24-2021 


Posting Time 
20:14:32 

America/Adak 

Payment Due Date * 


04-24-2021 


Amount 


5.60 ? Edit 


> a “ Cancel 


MAN ENERGY 
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JvV-00140 


Posting D... 


4 22-06-2020 
5 22-06-2020 
6 22-06-2020 


7 22-06-2020 


longer be deleted. 


B > Accounting 


General Ledger 


Show Cancelled Entries 


Account 


Opening 


Opening 

Debtor Temp - GTPL 
Debtor Temp - GTPL 
Sales - GTPL 

Sales - GTPL 

Total 


Closing (Opening + Total) 


Total 


Closing (Opening + Total) 


backdated stock transactions. 


Debit (INR) Credit (INR) Balance (INR) Vo... V.. 
0.00 0.00 0.00 
0.00 
0.00 0.00 0.00 
1,000.00 0.00 1,000.00 Jour... 
0.00 1,000.00 0.00 Jour... JV... 
0.00 1,000.00 -1,000.00 Jour... JV... 
1,000.00 0.00 0.00 Jour... 
2,000.00 2,000.00 0.00 
2,000.00 2,000.00 0.00 
0.00 
2,000.00 2,000.00 0.00 
2,000.00 2,000.00 0.00 


of that transaction on the date of cancellation. 


Show Opening Entries 


JV... 


JV... 


Cannot delete or cancel because Journal Entry JV- 
00140 is linked with GL Entry 19e¢4e37769 


2. Restriction on posting backdated stock entries_ 


e Backdated Stock Entry 


Last Stock Transaction for item Test Item 2 was on 
2020-06-19 23:00:10. 


Stock Transactions for Item Test Item 2 cannot be 
posted before this time. 


Please remove this item and try to submit again or 
update the posting time. 


cannot post a transaction for Item A with posting time before this timestamp. 


Party 


Curiositi Edu... 


Curiositi Edu... 


Include Default Book Entries 


Cost Center 


Pune - GTPL 


Pune - GTPL 


Pune - GTPL 


Pune - GTPL 


On cancellation of any transaction instead of deleting the GL Entries for that transactions reverse entries will be passed to cancel the effect 


Since GL Entries linked to a transaction will never be deleted this also means that cancelled transactions and their linked documents can no 


Since the ledgers are immutable now this means future transactions cannot be updated or reposted. So users will no longer be able to post 


For Eg: Suppose a Stock Transaction has been made for Item A with posting time as 19-06-2020 23:00:10 then after this transaction you 


J 
Settings y Helpy j & 


Menu + Refresh 


Remarks 


On cancellation of JV-00140 


On cancellation of JV-00140 
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ADVANCED- ALLOCATING CREDIT NOTE AND PAYMENT 


Question: We have customers that return items after the invoice was paid. So, as usual, we create a credit note. But sometimes there are 
no other open invoices to which we can allocate the credit note to. So, in this case, we will need to pay customers back. How can | register 
this kind of transactions that we don't have negative credit on list invoices? 
Answer 
You should be able to manage this specific scenario by following the steps shared below. 

1. First, create a Credit Note against an Invoice 

2. Then create a Payment Entry for the return amount 

3. Use payment reconciliation to knock-off Payment against the original Sales Invoice (and not the Credit Note itself). 
Note: In case of a Purchase cycle, where you create a debit note in the system for a similar scenario, the steps would be as follows: 

1. First, create a Debit Note in the system against the Purchase invoice 

2. Then create a Payment entry for the return amount 


3. | Use payment reconciliation to knock-off Payment against the original Purchase Invoice (and not the Debit Note itself). 
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Booking Advance Accounts Payable: 


Opening Account. 
Expand the Creditor's Row and select Yes for /s Advance. 


Refer to the GIF illustrating the same: 


New Journal Entry 1 © Net saved 


Entry Type 


Opening Entry k 
ACC-JV-.YYYY.- 
Fin 
Accounting Entries 
Account Party Type 
1 Creditors - QB Supplier 


2 


Add Multiple Add Row 


Invoices: 


Refer to Accounts Payable report after creating a Purchase Invoice: 


ADVANCED- RECONCILE ADVANCE PAYMENT MADE TO THE SUPPLIER 


Company 
“' Quinn's Bakery 
Posting Date 


26-02-2021 


Party 


Submitting the Journal Entry will reflect a negative balance in Accounts 


Total Debit 


= 0.00 


Total Credit 


zanna 


Payable Summary: 


While migrating from x application to ERP, how to book advance Accounts Payable and reconcile with future invoices? 


Create a Journal Entry with type Opening Entry, Debit the Creator Account choosing the required Supplier and Credit the 7emporary 


Debit 


Settings ~ Helpy WF & 
Quick Entry 


Credit 


Reconciling it with the Purchase 
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Accounts Payable 


entries, refer to the GIF for the steps: 


MODULES 


ACCOUNTING DASHBOARD 


Home 
Accounting Profit and Loss 
Assets 30K 
20K 
Buying 0K 
° 
CRM ais 
“20K 
HR 
30K 
Loan 
Payroll Expense 
Projects Last synced 
Quality 
YOUR SHORTCUTS 
Selling 
Stock Chart Of Accounts 
Support 
Website Journal Entry 
Settings 
Utilities General Ledger 
DOMAINS 


DENTE & MACTEDS 


Advance Amount): 


mULUUILS rayauie Guay eee unart nu Gnarcw vaste Ureate Laru 
Quinn's Bakery 03-03-2021 
Due Date 30 90 120 
Group By Supplier Based On Payment Terms 
@ 0-30: 100 @ 31-60:0 @ 61-90:0 @ 91-120:0 @ 121-Above: 0 
Posting D... Supplier Voucher Type Voucher No Due Date Invoiced Amou... Paid Amount Debit Note Outstanding A... Age (Da. 
1 26-02-2021 Lisbon Journal Entry ACC-JV-2021-00002 = 0.00 = 60.00 0.00 = -60.00 
2 27-02-2021 Lisbon Purchase Invoice = ACC-PINV-2021-00002 27-02-2021 2 100.00 = 0.00 20.00 = 100.00 
Total = 100.00 % 60.00 %0.00 


Currently, they are not reconciled and are reflected as two separate entries, use the Payment Reconciliation tool to reconcile these both 


Refer to Accounts Payable Report after reconciling, it wont reflect the Journal Entry anymore and will reflect the (/nvoiced Amount - 


Menu + Refresh 


I r Q Settings ~ Help~ WF & 


Payment Reconcili 

Customize Workspace 
Purchase Invoice ACC-PINV-2021-00002 
Web Page List Filter + 


Journal Entry List 


Item List 
2020-2021 
Sales Invoice Purchase Invoice 
Payment Entry Accounts Receivable 
Trial Balance Dashboard 
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Accounts Payable Menu> — Refresh 


Accounts Payable Summary SetChart Add Chart to Dashboard Create Card 


Quinn's Bakery 03-03-2021 
Due Date 30 60 90 120 


Group By Supplier Based On Payment Terms 


@ 0-30: 40 @ 31-60:0 @ 61-90:0 @ 91-120: 0 @ 121-Above: 0 


Posting D... Supplier Voucher Type Voucher No Due Date Invoiced Amo... Paid Amount Debit Note Outstanding A... Age (Da 


1 27-02-2021 Lisbon Purchase Invoice ACC-PINV-2021-00002 27-02-2021 = 100.00 


Total = 100.00 % 60.00 %0.00 % 40.00 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values betv 


9 


2 sec 


Execution Time: 0.02282: 


ADVANCED- BALANCE IN TEMPORARY ACCOUNT 


Question: 
We used Temporary Opening Account for updating opening balance. After having update balance in all the Balance Sheet account, there 
is still some balance in Temporary Account? What is the cause of this balance, and how to make balance in this account to zero? 
Answer: 
When updating an opening balances in ERP, you have to first ensure that Balance Sheet in the previous system is tallying (Asset = Liability). 
Then you start updating the opening balances for above statement, using Temporary Opening as an account to balance the entry. In the 
end, when opening is updated for all Asset and Liability accounts, the Temporary account's balance becomes zero automatically. 
If you still have balance in the Temporary Account, it could be for one of the two (or both) the reasons. 

1. The Balance Sheet followed for updating opening balance was not closed properly and it's Asset and Liability value was not 

tallying. 
2. When updated opening balance in ERP, the Temporary Opening Account was not used consistently. 


Kindly review the above points as they could be the cause of balance left in the Temporary Opening Account. 
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ADVANCED- PERPETUAL INVENTORY FOR NON-STOCK ITEM 


Question: 

We have enabled Perpetual Inventory in the Company master. Still, in some Purchase Invoice, posting if done in the Expense Account. 
Answer: 

As per the perpetual inventory, when item is a stock item, then only it's value is booked under Stock-in-hand at the time of Purchase. In 


this case, the posting in the GL Entry for Purchase Invoice will be as follows. 


Account Debit Credit 
Creditors 100 
Stock Received but not Billed 90 

Tax 10 


Perpetual Inventory doesn't apply on the non-stock item, and expense is booked for them as soon as Purchase Invoice is submitted. The 


posting in General Ledger for in this scenario will look like: 


Account Debit Credit 
Creditors 100 
COGS / Other Expense Account 90 

Tax 10 


ADVANCED- LANDED COST VOUCHER 


For creating a Landed cost voucher in ERP: You have to create it against a Purchase Receipt and Purchase Invoice. 


While creating against Purchase Invoice: In the Purchase Invoice --> Update Stock should be checked. 


B Accounting Purchase Invoice Q Settings + Help + @ 


New Purchase Invoice 1 « Not saved | save | 


Update Stock 


Bar 


tem Accepted Qty Rate Amount 
1 0 20.00 20.00 
Add Multiple Add Row Download Upload 


If this field is unchecked, the Purchase Invoices will not be fetched in the Landed Cost Voucher 
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B Stock item 


Apple Macbook Air ¢ Enabiea 


Stock Levels 


Stores - S 


Item Narr 


Apple Macbook Air 


Products 


Is nil rated or exempted 

Is Non GST 

Is Item from Hub 
Default Unit of Measure 


Nos 


effect to be seen. ] 


Apple Macbook Air 


While creating against Purchase Receipt: The Item selected should have Maintain Stock checked. 


If this field is not checked, the Items will not be displayed when you click Get items from Purchase Receipt. 
While creating a Landed cost Voucher, additional costs can be added for the items until they land in our Inventory. 
These additional charges once added, get added in the Item Valuation rate and update the Item Rate. 
You can trace this additional charge effect on the Accounting ledger in the Purchase Receipt --> View --> Accounting Ledger 
If the additional charges have to be paid against the Landed Cost Voucher, you can: 
1. You can create a Payment Entry directly to complete the payment for additional expenses for the Item and then create 


a Purchase Invoice with Is Paid checked --> [In this case, Purchase Invoice is not mandatory unless you want the accounting 


2. You can create a Purchase Invoice for a Supplier for which the Additional Expenses are incurred, this way you can see the 


accounting effect for the expenses as per the Landed Cost Voucher, then create a Payment entry against it. 


Maintain Stock 


Q Settings Help» 


&<> Menu~ 


1 01) ‘Add 


Disabled 


Allow Alternative Item 


Include Item In Manufacturing 


0.00 


Is Fixed Asset 
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ADVANCED- OPENING INVOICE CREATION TOOL 


The Opening Invoice Creation Tool allows importing data of outstanding Purchase or Sales Invoices into ERP. This specific tool is used in 
place of the Data Import Tool for cases where the Item data is irrelevant and outstanding balances against Customers/Suppliers are to be 
imported into ERP. 
To access the Opening Invoice Creation Tool, go to: 
Home > Accounting > Opening and Closing > Opening Invoice Creation Tool 
1: How to import Opening Invoices" 

1. Select the Company to which you want to import opening balances. 

2. Select the Invoice Type. Selecting Sales or Purchase will generate Sales Invoices or Purchase Invoices respectively. 

3. Checking the "Create Missing Party" checkbox will automatically create customers or suppliers if missing according to the name 


provided in the Party column. 


Opening Invoice Creation Tool eS 


Company 


Shree Sai Dental 


Invoice Type 


Sales 
INVOICES 
Party Posting Date Due Date Item Name Outstanding Amou... 
1 Apple 15-11-2017 15-11-2017 iPad = 20,000.00 
2 SCM Focus 15-11-2017 15-11-2017 Book 1,500.00 
Add Row Download Upload 


4. _ Fill up the Invoices table. It consists of the following fields: 
e@ Party: You can select an existing Customer/Supplier or enter the name of a new one which will be automatically created. 
e@ Posting Date: The date at which the invoice will be posted. 
@ Due Date: The date after which the invoice will be overdue. 
e@ Item Name: (Optional) The item name entered here will be shown in the invoice item table. 
@ Outstanding Amount: The outstanding amount of the invoice. 


@ Invoice Number: The corresponding invoice number as present in the previous system. If this field is empty, the ERP 


naming series will be used. 
Tip: You can click the download button to download an excel sheet that you can fill up easily with appropriate data. If you have downloaded 


the excel sheet, then use the Upload button to upload it. Once you upload the sheet, the table will be filled with appropriate data rows. 
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ERRORS- PURCHASE INVOICE - ACCOUNT TYPE ERROR 


Question: On saving the Purchase Invoice, | am getting a validation message that Credit To Account must be a Balance Sheet account. 


© Invalid Account 


Please ensure Credit To account is a Balance Sheet account. You can change 
the parent account to a Balance Sheet account or select a different account. 


*Answer: *On submission of a Purchase Invoice, payable is updated towards the Supplier. As per the accounting standards, Payable Account 
is aligned under Current Liability (credit side of Balance Sheet). 
The error message indicates that Account selected in the Credit To field doesn't belong to the Liability Group. Please ensure that Payable 


Account selected in the Purchase Invoice is located under Liability group. 


ERRORS- FIXING FISCAL YEAR ERROR 


While creating any entry, system validates if dates (like Posting Date, Transaction Date etc.) belong to Fiscal Year selected. If not, system 
through an error message saying: 

Date ##-##-#### not in fiscal year 

You are more likely to receive this error message if your Fiscal Year has changes, but new Fiscal Year still not set a default. To ensure new 
Fiscal Year is auto updated in the transactions, you should setup your master as instructed below. 

Create New Fiscal Year_ 

Only User with System Manager's Role Assigned has permission to create new Fiscal Year. To create new Fiscal Year, go to: 

Accounting > Accounting Masters > Fiscal Year 

Read Fiscal Year to learn more. 

Set Fiscal Year as Default_ 


After Fiscal Year is saved, you will find option to set that Fiscal year as Default. 
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B > Accounting > Fiscal Year >» 2022 Q Search or type a command (Ctrl + G) 


= 2022 


* Enabled 


2 Assigned To 
To set this Fiscal Year as Default, click on 'Set as Default’ 
+ 


@ Attachments . 
Connections ~ 


Attach File + 
Budgets References Target Details 
vw Reviews 
Budget + Period Closing Voucher + Sales Person + 
+ 
Tax Withholding Category + Sales Partner = + 
8 Shared With 
= a ; Territory + 
+ 
Monthly Distribution + 
® Tags 
Add a tag ... 
Disabled 
Is Short Year 
0-Qo FOLLOW 


Less than 12 months. 
You edited this Year Start Date * 


just now 
01-01-2022 


You created this 


just now Year End Date * 


Default Fiscal Year will be updated in the Global Default setting as well. You can manually update Default Fiscal Year from: 


Settings > Core > Global Default 


B > Global Defaults 


Q Search or type a command (Ctrl + G) 


= Global Defaults 


&. Assigned To 


Default Company Default Currency * 


+ 


Unico Plastics Inc. USD 


@ Attachments 
Hide Currency Symbol 


Current Fiscal Year * 


Attach File + 
wy Reviews Do not show any symbol like $ etc next to currencies. 
2022 
+ 
Disable Rounded Total 
& Shared With 2021 If disable, ‘Rounded Total’ field will not be visible in any transaction 
+ + Create a new Fiscal Year Disable In'Words 
If disable, ‘In Words’ field will not be visible in any transaction 
Q Advanced Search 
0-Q0 FOLLOW 


Add a comment 
You edited this 
2 days ago 


Administrator created this 
1 week ago 


Ctrl+Enter to add comment 


Save Global Default, and Reload your ERP account. Then, default Fiscal Year will be auto-updated in your transactions. 


Note: In transactions, you can manually select required Fiscal Year, from More Info section. 


=]: am 


o 
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ERRORS- ROUND OFF ACCOUNT VALIDATION MESSAGE 


Question 


When submitting an invoice, why does it ask for a Round Off Account? How to update it? 


° Message 


Please mention Round Off Account in Company 


Answer 

In the Purchase Invoice, Grand Total is calculated based on various calculations like: 
e = Qty * Rate = Amount 
e@ = Tax and other charges applied to each item 
e Discount applied to some or all the items 


@ ~=Multiplication with exchange rate, in case of multiple currencies 


As a result of multiple calculations, there could be some rounding loss in the final amount. This rounding loss is generally very marginal like 
0.034. But for the accounting accuracy, has to be posted in the accounts. Hence, you need to define a default Round-Off account in the 
Company master in which such amount availed as a result of rounding loss can be booked. 
You need to create Round-off Account in the Chart of Accounts and update in the Company master. Steps here. 

e ~=Accounts > Chart of Accounts 

e@ = Inthe Chart of Account, check or create new Account under Expense > Direct Expense. Ignore if account for this purpose already 

existing 
@ Come to Company master Account > Company 
@ Open Company in which Round-Off account has to be updated. 


e@ Inthe Company master, scroll to Accounts Settings and select Round-Off account and Cost Center. 
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B > Company > Unico Plastics Inc. Q Search or type a command (Ctrl + G) G Help» BS 


= Unico Plastics Inc. Create Tax Template View ¢ Create > « > 8B | save | 


Accounts Settings 


Default Bank Account Default Payable Account 
1001 - Citi - UP Creditors - UP 

Default Cash Account Default Employee Advance Account 
Cash - UP Employee Advances - UP 

Default Receivable Account Default Cost of Goods Sold Account 
Debtors - UP Cost of Goods Sold - UP 

Round Off Account Default Income Account 
Round Off - UP Sales - UP 

Round Off Cost Center Default Deferred Revenue Account 
Main - UP 

Write Off Account Default Deferred Expense Account 
Write Off - UP 

Exchange Gain / Loss Account Default Payroll Payable Account 
Exchange Gain/Loss - UP Payroll Payable - UP 


Once Round-Off account this updated in the Company master, then try to submit Purchase Invoice once again. 


ERRORS- DELETE ENTRIES LINKED WITH GL ENTRIES 


While deleting the transactional entries like Purchase Receipt, Purchase Invoice, Sales Invoice, Delivery note and Stock ledger entries the 


following message pops up: 


* Message 


Cannot delete or cancel because Sales Invoice SINV-2021-00049 is linked with 
GL Entry ACC-GLE-2021-01557 


To delete all the transactional entries, follow the steps given below: 


1. Goto Accounts Settings 
2. Enable a checkbox Delete Accounting and Stock Ledger Entries on the deletion of Transaction 


3. Save and Refresh 
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= Accounts Settings 


& Assigned To 


+ 


@ Attachments 


Attach File 7 


vy Reviews 


+ 


& Shared With 


+ 


FOLLOW 


Question: 


B Settings 
Global Defaults 


Comments 0 


Assigned To 


Assign + 


Attachments 


Attach File + 
Tags 
Reviews 


Shared With 


Answers: 


B > Accounting > Accounts Settings 


Transactions Settings 


Over Billing Allowance (%) 


500.0000 


The percentage you are allowed to bill more against the amount ordered. For 


example, if the order value is $100 for an item and tolerance is set as 10%, then you 


are allowed to bill up to $110 


Role Allowed to Over Bill 


Users with this role are allowed to over bill above the allowance percentage 


ERRORS- INVOICE ROUNDING ISSUE 


can always Disable Rounded Total via the following checkbox: 


Default Company 


Wayne Corp 


Current Fiscal Year 


2019-2020 


Country 


India 


Default Distance Unit 


Q Search or type a command (Ctrl + G) G 


Check Supplier Invoice Number Uniqueness 


Unlink Payment on Cancellation of Invoice 


Automatically Fetch Payment Terms 


Book Asset Depreciation Entry Automatically 
Unlink Advance Payment on Cancellation of Order 


Create Ledger Entries for Change Amount 


if enabled, ledger entries will be posted for change amount in POS transactions 


In Sales Invoice, in-words in being printed with the rounding off even though it is disabled via Global Defaults.In the Global Defaults one 


Q Settings + 


meus 


Help» & 


Default Currency 


Hide Currency Symbol 


Do not ny symbol like $ etc next to cul 


Disable Rounded Total 


if 


Disable In Words 


If disable, ‘In Words' field will not be visible in any transaction 


If this configuration hasn't done the trick for you, you need to also check the currency master once. 


To do this, type Currency in the awesome bar (Ctrl/Cmd + G). In the currency master, open the currency for which you are facing the issue: 
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B Settings Currency Q Settings ~ Help + a 
INR enabled &<> Menu | save | 
Comments 0 
Enabled 
Assigned To 
assian + 
Paisa 


Attachments 


Tags 


Reviews 


Shared With 


You created this tHE HE HE v 


should this currency be formatted? If not set, will use system defaults 


Here make sure that the rounding is set correctly. For example, the smallest fractional value for INR should be 0.01 and not 0.05. Update 


this value, and then update the transaction. 


ERRORS- CUSTOMISE CASH FLOW REPORT 


As your chart of accounts begins to get more complex and reporting standards change and evolve, the default cash flow report might no 
longer suffice. This is because ERP might not be able to accurately guess the classification and purpose of all accounts in the charts of 
accounts. Another gripe you might have is the inability to adjust the report format to fit your needs. 

This will no longer be a problem because ERP now allows users to customise the cash flow report. 

Technical Overview_ 

Customisation is made possible by the introduction of two new doctypes - Cash Flow Mapper and Cash Flow Mapping. Both doctypes 
contain the information required to generate a cash flow report. 

Cash Flow Mapping shows how accounts in your charts of accounts map to a line item in your cash flow report while Cash Flow Mapper 
gets all the Cash Flow Mappings that relate to the three sections of a cash flow statement. 

With this, you generate detailed cash flow reports to your requirements. This might not make a lot of sense but it will after we go through 
an example. 

Example_ 

Background information_ 

Let's assume we have a fictitious company for which we want to generate a cash flow report. This is what the cash flow report looks like at 


the moment: 


bel 0 P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY 2377 = 


man.energy 800696 


B > Accounting Q Search or type a command (Ctrl + G) G Help» BS 
Account 2021-2022 
1 > Cash Flow from Operations 
7 Net Cash from Operations $ 1,000.00 
8 


9 > Cash Flow from Investing 


11. Net Cash from Investing $0.00 


13 v Cash Flow from Financing 


14 Net Change in Equity $ 10,000.00 
15 Net Cash from Financing $ 10,000.00 
16 
17 Net Change in Cash $11,000.00 
18 
Expand All 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.083686 sec 


We don't like the report for the following reasons: - The reporting format is too scant. - The 'Net Cash From Operations’ figure is wrong 
Customisation Process_ 


We want the Cash Flow Report to look something similar to the format in the images below: 


P.O.Box 128448, Dubai, United Arab Emirates —— 
man.energy 800696 - 372 - mMmAN ENERGY 


AM 


Profit for the year 

Adjustments for: 
Income tax expense recognised in profit or loss 
Share of profit of associates 
Share of profit of a joint venture 
Finance costs recognised in profit or loss 
Investment income recognised in profit or loss 
Gain on disposal of property, plant and equipment 
Gain arising on changes in fair value of investment property 
Gain on disposal of a subsidiary 
Gain on disposal of interest in former associate 


Net (gain)/loss arising on financial liabilities designated as at fair value 
through profit or loss 


Net (gain)/loss arising on financial assets classified as held for trading 
Net loss/(gain) arising on financial liabilities classified as held for trading 
Hedge ineffectiveness on cash flow hedges 

Net (gain)/loss on disposal of available-for-sale financial assets 
Impairment loss recognised on trade receivables 

Reversal of impairment loss on trade receivables 

Depreciation and amortisation of non-current assets 

Impairment of non-current assets 

Net foreign exchange (gain loss 

Expense recognised in respect of equity-settled share-based payments 


Expense recognised in respect of shares issued in exchange for consulting 
services 


Amortisation of financial guarantee contracts 


Gain arising on effective settlement of legal claim against Subseven 
Limited 
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Movements in working capital: 
Increase in trade and other receivables 


(IncreaseVdecrease in amounts due from customers under construction 
contracts 


(IncreaseV decrease in inventories 

(IncreaseVdecrease in other assets 

Decrease in trade and other payables 

Increase/(decrease) in amounts due to customers under construction 
contracts 

Increase/(decrease) in provisions 

(DecreaseVincrease in deferred revenue 


(DecreaseVincrease in other liabilities 


Cash generated from operations 


Interest paid 


Income taxes paid 


Net cash generated by operating activities 


Activate Customised Cash Flow Report_ 


Do this in Accounts Settings by checking the 'Use Custom Cash Flow Format’ checkbox. This will cause ERP to only use your custom format 


for cash flow reports. 
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B > Accounting > Accounts Settings Q Search or type a command (Ctrl + G) G Help v BS 


= Accounts Settings 


Print Settings 


Show Inclusive Tax in Print Show Payment Schedule in Print 


Currency Exchange Settings 


Allow Stale Exchange Rates 


Report Settings 


se Custom Cash Flow Format 


Add acomment 


Move to the next section to build the report. 
Create Cash Flow Mappings_ 


For each line, we need to create a Cash Flow Mapping document to represent it. 


B > Accounting > Cash Flow Mapping > new-cash-flow-mapping-1 Q Search or type a command (Ctrl + G) G Help v BS 


= New Cash Flow Mapping § - nw saver 


Label * 


Accounts 


No account 
1 @ Edit 


Add Row 


Select Maximum Of 1 
Is Finance Cost 
Is Working Capital 
Is Finance Cost Adjustment 


Is Income Tax Liability 


You can think of the Cash Flow Mapping as a representation of each line in the cash flow report. A Cash Flow Mapping is a child of a Cash 
Flow Mapper which will be explained later. 

Let's start by creating Cash Flow Mappings that will represent the add back of non cash expenses already recodgnised in the Profit or Loss 
statement. We want them to appear on the cash statement as: - Income taxes recognised in profit or loss - Finance costs recognised in 
profit or loss - Depreciation of non-current assets 

Start by opening a new Cash Flow Mapping form. 

The fields in the Cash Flow Mapping doctype are: - Name: This something to identify this document. Name it something related to the 
label - Label: This is what will show in the cash flow statement - Accounts: This table contains all the accounts which this line relates to. 


With this information, let's go ahead and create the Cash Flow Mapping Document for the line ‘Income taxes recognised in profit or loss' 


il 0 P.O.Box 128448, Dubai, United Arab Emirates 
mAN ENERGY - 375 - man.energy 800696 


B > Accounting >» Cash Flow Mapping > Income Tax Recognised in Profit and Loss Q Search or type a command (Ctrl + G) rat Help v BS 


= Income Tax Recognised in Profit and Loss «> 86 


& Assigned To 


Label * 
+ 


Income Tax Recognised in Profit and Los 


@ Attachments 


Accounts 
Attach File + 
No account 
vw Reviews 
1 Income Tax Expense - USI ? Edit 
+ 
Add Row 
& Shared With 
+ 
® Tags Select Maximum Of 1 
aoe Bae Is Finance Cost 
ts Working Capital 
Is Finance Cost Adjustment 
O- (0) FOLLOW 


ts Income Tax Liability 


You edited this is Income Tax Expense 


just now 


You created this 
just now 


| have named it ‘Income Tax Charge’ and given it a label ‘Income taxes recognised in profit or loss'. We want this line to reflect income tax 
charges from our profit or loss statement. The account where this happens in our chart of account is named ‘Income Taxes’ (an expense) 
so | have added ‘Income Taxes' into the accounts table. If you have more accounts representing income tax expenses, you should add all 
of them here. 

Because Income Tax expense needs to be adjusted further in the cash flow statement, check the ‘Is Income Tax Expense’ checkbox. This is 
what will help ERP properly calculate the adjustments to be made. 

For best results, fet parent accounts have child accounts that have the same treatment for cash flow reporting purposes because ERP will 
calculate net change of all children accounts in a situation where the selected account Is a parent account. 


In the same way, | have created for the remaining two mappings. 


B > Accounting > Cash Flow Mapping > Finance Cost Recognised in Profit and Loss Q Search or type a command (Ctrl + G) G Help» BS 


= Finance Cost Recognised in Profit and Loss «> 86 


& Assigned To 


Label * 
+ 


Finance Cost Recognised in Profit and Loss 


@ Attachments 


Accounts 
Attach File + 
No account 
vw Reviews 
1 Finance Cost - USI ? Edit 
+ 
Add Row 
& Shared With 
+ 
® Tags Select Maximum Of 1 
Add aitag Is Finance Cost 
Is Working Capital 
Is Finance Cost Adjustment 
O- to) FOLLOW 


Is Income Tax Liability 


You edited this Is Income Tax Expense 


just now 


You created this 
9 minutes ago 


Finance costs also need to be adjusted so make sure to check the ‘Is Finance Cost’ checkbox. 


P.O.Box 128448, Dubai, United Arab Emirates i 
man.energy 800696 - 376 - MAN ENERGY 


& Assigned 


+ 


@ Attachme: 


Attach File 


vy Reviews 


+ 


2&3 Shared W 


+ 


® Tags 


Add a tag ... 


just now 


8 minutes ago 


You edited this 


B > Accounting > Cash Flow Mapping > Depreciation of Non-current Assets 


= Depreciation of Non-current Assets 


To 
Label * 


Depreciation of Non-current Assets 


nts 
Accounts 


No. account 
1 Depreciation - USI 


Add Row 
ith 


Select Maximum Of 1 
Is Finance Cost 
Is Working Capital 
serniiin Is Finance Cost Adjustment 


Is Income Tax Liability 


Is Income Tax Expense 


You created this 


Next let's add Cash Flow Mapping for items that show changes in working capital: 


Increase/(decrease) in other liabilities 
(Increase)/decrease in trade and other receivables 
Increase/(decrease) in trade and other payables 
VAT payable 


(Increase)/decrease in inventory 


B > Accounting > Cash Flow Mapping > !ncrease/Decrease in Other Liabilities 


= Increase/Decrease in Other Liabilities 


Q Search or type a command (Ctrl + G) 


Q Search or type a command (Ctrl + G) 


@ Edit 


& Assigned To 
Label * 
+ 
Increase/Decrease in Other Liabilitied 
@ Attachments 
Accounts 
Attach File + 
No. account 
vy Reviews 
1 Stock Liabilities - USI @ Edit 
+ 
Add Row 
& Shared With 
+ 
® Tags Select Maximum Of 1 
Add’ e:tag Is Finance Cost 
Is Working Capital 
Is Finance Cost Adjustment 
0-Qo0 FOLLOW 
Is Income Tax Liability 
You edited this Is Income Tax Expense 
just now 
You created this 
8 minutes ago 
43 of. 
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- = = 
IB on = & 
B > Accounting >» Cash Flow Mapping > Trade and Other Receivables Q Search or type a command (Ctrl + G) rat Help» BS 
Trade and Other Receivables 8 
& Assigned To 
Label * 
+ 
Trade and Other Receivables 
@ Attachments 
Accounts 
Attach File + 
No. account 
vy Reviews 
1 Accounts Receivable - USI @ Edit 
+ 
Add Row 
& Shared With 
+ 
® Tags Select Maximum Of 1 
tec Ia Is Finance Cost 
Is Working Capital 
oo = Is Finance Cost Adjustment 
270-Q0 FOLLOW 
Is Income Tax Liability 
You edited this Is Income Tax Expense 
just now 
You created this 
just now 
B > Accounting >» Cash Flow Mapping > Trade and Other Payables Q Search or type a command (Ctrl + G) rat Help» BS 
= Trade and Other Payables =) | save | 
& Assigned To 
Label * 
+ 
Trade and Other Payables 
@ Attachments 
Accounts 
Attach File + 
No. account 
vw Reviews 
1 Accounts Payable - USI @ Edit 
+ 
Add Row 
& Shared With 
+ 
® Tags Select Maximum Of 1 
seed e Is Finance Cost 
Is Working Capital 
ns _ Is Finance Cost Adjustment 
90-Q0 FOLLOW 
Is Income Tax Liability 
You edited this Is Income Tax Expense 
just now 
You created this 
just now 
4a__bt pi __ 


mAN ENERGY 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 
+ 


® Tags 


Add a tag 


You edited this 
just now 


You created this 
just now 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


You edited this 


You created this 


Activities 


FOLLOW 


FOLLOW 


B >» Accounting >» Cash Flow Mapping > Duties and Taxes Payable 


= Duties and Taxes Payable 


Label * 
Duties and Taxes Payabld 
Accounts 
No. account 
1 ST 4% - USI 
2 ST 6% - USI 


3 ST 6.25% - USI 


Add Row 


Select Maximum Of 1 
Is Finance Cost 
Is Working Capital 
Is Finance Cost Adjustment 


Is Income Tax Liability 


B > Accounting > Cash Flow Mapping > !ncrease/Decrease in Inventory 


= Increase/Decrease in Inventory 


Label * 


Increase/Decrease in Inventory 


Accounts 
No account 
1 Stock Assets - USI 
Add Row 


Select Maximum Of 1 
Is Finance Cost 

Is Working Capital 
Is Finance Cost Adjustment 
Is Income Tax Liability 


Is Income Tax Expense 


Create Cash Flow Mappers_ 


Don't forget to tell ERP that these mappings represent changes in working capital by checking the ‘Ils Working Capital’ checkbox. 
At this point we have created all the mappings necessary for the Operating Activities section of our cash flow statement. However, ERP 


doesn't know that yet until we create Cash Flow Mapper documents. We'll create Cash Flow Mapper documents next. 


Cash Flow Mappers represents the sections of the cash flow statement. A standard cash flow statement has only three sections so when you 


view the Cash Flow Mapper list, you will that three have been created for you named: - Operating Activities - Financing Activities - Investing 


You will not be able to add or remove any of them but they are editable and can be renamed. 


G Help ~ BS 


@ Edit 
# Edit 


@ Edit 


G Help» BS 


@ Edit 


MAN ENERGY 
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i | 


B > Accounting Q Search or type a command (Ctrl + G) G Help ~ BS 
= Cash Flow Mapper ‘SListView> CG 
Filter By 
= Filter =i Last Modified On 
Assigned To 
Created By $ Name Section Name Name 30f 3 
ee Financing Activities Financing Activities Financing Activities 2M ®o 
Tags 
Investing Activities Investing Activities Investing Activities 2M ®o 
Show Tags 
Operating Activities Operating Activities Operating Activities 2M ®o 
Save Filter 
Iter Name 
Show Saved 
20 100 500 


Open the Operating Activities Cash Flow Mapper so we can add the Cash Flow Mappings we have created. 
e@ Section Name: This is the heading of the section. 
e Section Leader: This is the first sub-header immediately after the profit figure. Relates only to Operating Activities Cash Flow 
Mapper 
e = Section Subtotal: This is the label for subtotal in the cash flow statement section. Relates only to Operating Activities Cash Flow 
Mapper 
@ — Section Footer: This is the label for the total in the cash flow statement section. 


@ = Mapping: This table contains all the Cash Flow Mappings related to the Cash Flow Mapper. 


Now add all the Cash Flow Mappings you have created and Save. You should have something like this: 
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+ 


Attach File 


wy Reviews 


+ 


of 


® Tags 


Adda tag .. 


just now 


1 month ago 


& Shared With 


> Accounting >» Cash Flow Mapper > Operating Activities 


= Operating Activities 


&, Assigned To 


Section Header 


Cash flows from operating activities 


@ Attachments 


Section Leader 


Adjustments for 


e.g Adjustments for 


Section Subtotal 


Section Footer 


Cash generated from operations 


Net cash generated by operating activities 


Accounts 


No. Mapping 


FOLLOW 1 Income Tax Recognised in Profit and Loss 


2 Depreciation of Non-current Assets 


You edited this 


3 Finance Cost Recognised in Profit and Loss 


Administrator created this 


4 Duties and Taxes Payable 


5 Increase/Decrease in Other Liabilities 


6 Trade and Other Payables 


7 Trade and Other Receivables 


8 Increase/Decrease in Inventory 


Intarnstianal 2n18 
Accounts 
Cash Flow 
2 Profit For the year 
3 Adjustments for 
4 Income taxes recognised in profit or loss 
s Finance costs recognised in profit or loss 
6 Depreciation of non-current assets 
7 Movement in working capital 
8 (Increase)/decrease in trade and other receiva... 
9 VAT payable 
10 Increase/(decrease) in other liabilities 
11 Increase/(decrease) in trade and other payables 
12 (Increase)/decrease in inventory 
13 Cash generated from operations 
14 
15 Income tax paid 
16 Interest Paid 
17 Net cash generated by operating activities 
18 
19 Cash Flows from investing activities 
20 Net cash used in investing activities 


Expand All Collapse All 


of the cash flow statement. 


Refresh the cash flow statement and view the changes. 


212 


8 2,035,910.47 


# 30,000.00 
# 45,000.00 


¥ -3,152,105.36 
8 -4,622.01 

¥ 3,308,601.30 
¥ 4,060,827.58 
¥ -3,409,026.40 
#2,914,585.58 


# -30,000.00 
#-45,000.00 
# 2,839,585.58 


Manthlu 


8 -48,296.11 


51,111.11 


# 3,150,000.00 


#-1,850.00 


¥ -36,260.00 
8 3,114,705.00 


#8 3,114,705.00 


For comparative filters, start with ">" or "<" or "!", e.g. >S or >01-02-2012 or !0 
For ranges (values and dates) use ":", e.g, "5:10" (to Filter values between S & 10) 


Looks close to our requirements but we are not done yet. Create new mappings for ‘Investing Activities’ and ‘Financing Activities’ sections 


Q Search or type a commana (Ctrl + G) G Help ~ BS 


@ Edit 
@ Edit 
@ Edit 
@ Edit 
@ Edit 
@ Edit 
@ Edit 


@ Edit 


Financial Statements + 


Accumulated Values 


Q = Administrator + Help + ud 63 | 


Menu> Refresh 
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P.O.Box 128448, Dubai, United Arab Emirate 


S 
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—— — = 
| a = J 
B > Accounting >» Cash Flow Mapping > Property, Plant and Equipments Q Search or type a command (Ctrl + G) G Help ~ BS 
= Property, Plant and Equipments < 3 | save] 
& Assigned To 
Label * 
+ 
Property, Plant and Equipments 
@ Attachments 
Accounts 
Attach File + 
No. account 
vw Reviews 
1 Buildings - USI @ Edit 
+ 
2 Capital Equipments - UCI ? Edit 
& Shared With 
+ 3 Electronic Equipments - USI @ Edit 
4 Furnitures and Fixtures - USI @ Edit 
Tags 
Add a tag... 5 Office Equipments - USI 2 Edit 
6 Plants and Machineries - USI @ Edit 
270-Q0 FOLLOW Add Row 
You edited this 
just now F 
Select Maximum Of 1 
You created this 
just now | Is Finance Cost 
B > Accounting > Cash Flow Mapping > Proceeds From Issue of Equity Q Search or type a command (Ctrl + G) rat Help v BS 
= Proceeds From Issue of Equity < 8 save] 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 
+ 


® Tags 
Add a tag... 


270-Q0 
You edited this 


just now 


You created this 
just now 


Label * 
Proceeds From Issue of Equity, 
Accounts 


No. account 
1 Opening Balance Equity - US! 


Add Row 


Select Maximum Of 1 
| Is Finance Cost 
_| ts Working Capital 
SOLIGW | Is Finance Cost Adjustment 


| Is Income Tax Liability 


) Is Income Tax Expense 


@ Edit 
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& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 
i. 


® Tags 


Add a tag... 


20:-Q0 
You edited this 
just now 


You created this 
just now 


= Cash Flow From Financing Activities 


Label * 


Cash Flow From Financing Activities| 
Accounts 
No. account 
1 Equity - USI 


Add Row 


Select Maximum Of 1 
Is Finance Cost 
Is Working Capital 
eon Is Finance Cost Adjustment 


Is Income Tax Liability 


Is Income Tax Expense 


Here's what our cash flow statement now looks like: 


B > Accounting >» Cash Flow Mapping > Cash Flow From Investing Activities Q Search or type a command (Ctri + G) Gi Help v BS 
= Cash Flow From Investing Activities <][ >}, Sl | save | 
& Assigned To 
Label * 
+ 
Cash Flow From Investing Activities 
@ Attachments 
Accounts 
Attach File + 
No. account 
vw Reviews 
1 Property, Plant and Equipments - USI @ Edit 
+ 
Add Row 
& Shared With 
+ 
® Tags Select Maximum Of 1 
ett fe Is Finance Cost 
_| ts Working Capital 
as = | Is Finance Cost Adjustment 
)0-Q0 FOLLOW 
| Is Income Tax Liability 
You edited this ) Is Income Tax Expense 
just now 
You created this 
just now 
Ba > Accounting >» Cash Flow Mapping > Cash Flow From Financing Activities Q Search or type a command (Ctri + G) a Help v BS 


@ Edit 
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Financial Statements + 

Accounts Q = Administrator + Help + ud [63 | 
Cash Flow Menu~ — Refresh 

10 Increase/(decrease) in other liabilities ¥ 3,308,601.30 

11 Increase/(decrease) in trade and other payables § 4,060,827.58 

12 (Increase)/decrease in inventory # -3,409,026.40 # -36,260.00 

13 Cash generated from operations # 2,914,585.58 8 3,114,705.00 

14 

15 Income tax paid #-30,000.00 

16 Interest Paid 8 -45,000.00 

17 Net cash generated by operating activities # 2,839,585.58 §N3,114,705.00 

18 

19 © Cash Flows from investing activities 

20 Purchase of property, plant and equipment #-1,800,000.00 

21 Net cash used in investing activities 8 -1,800,000.00 

22 

23 & Cash Flows from Financing activities 

24 Proceeds from issue of equity # 7,605,000.00 

25 Net cash used in financing activites # 7,605,000.00 

26 

27 Net Change in Cash ¥ 8,644,585.58 #3,114,705.00 

28 


Expand All _— Collapse All 


For comparative filters, start with ">" or "<" or "!", e.g. >S or >01-02-2012 or !0 
For ranges (values and dates) use ":", e.g. "5:10" (to filter values between 5 & 10) 
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Asset 


In ERP, you can maintain fixed asset records for Company assets like computers, furnitures, cars, etc. and manage their depreciations, sale, 
or disposal. You can track locations of the assets or keep records of employees who are using the asset. You can also manage the 


maintenance details of the assets. 


ASSET REPORTS 


Asset Depreciation Ledger_ 
This report shows the Purchase Amount, Depreciated Amount and accumulated total depreciation for all the assets under the selected date 


range. It also shows the current value and current depreciation status of the Asset. 


B > Assets Q Search or type a command (Ctrl + G) a Help» BS 
Asset Depreciation Ledger CreateCard SetChart G 
Unico Plastics Inc. 12-03-2020 12-04-2021 Ss ance Boo sset Categc 
Asset Depreciation... Purchase Am... Depreciation A... Accumulated Depreciation ... Amount After Deprecia... Depreciation En... Asset Categ... Curren 
1 ACC-ASS-20... 30-06-2020 = 36,000.00 20.00 % 0.00 % 36,000.00 ACC-JV-2021-0... Computers Submit 
2  ACC-ASS-20... 12-04-2021 = 36,000.00 20.00 20.00 % 36,000.00 ACC-JV-2021-0... Computers Submit 
3. ACC-ASS-20... 12-04-2021 = 36,000.00 = 3,000.00 = 3,000.00 % 33,000.00 ACC-JV-2021-0.., Computers Submit 
4  ACC-ASS-20... 30-04-2020 = 36,000.00 %935.48 7935.48 % 35,064.52 ACC-JV-2021-0... Computers Scrapp 
5 ACC-ASS-20... 30-05-2020 = 36,000.00 = 1,000.00 21,935.48 % 34,064.52 ACC-JV-2021-0... Computers Scrapp 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.0 sec 


Asset Depreciations and Balances_ 
This report shows the cost of purchase, selling, and scrapping all assets based on Asset Category. The report also shows the depreciation 


details based on the selected period and the net value of the asset category. 


B > Assets 


Q Search or type a command (Ctri + G) G Help v BS 


Asset Depreciations and Balances CreateCard SetChart G 


Unico Plastics Inc. 01-04-2020 31-03-2022 


Asset Category Cost as on 31-03-2020 Cost of New Purchase Cost of Sold Asset Cost of Scrapped Asset Cost as on 31-03-2022 Accumulated Depreciation as 


1 Computers 20.00 2 1,80,000.00 = 36,000.00 2% 36,000.00 = 1,08,000.00 z 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.006947 sec 


Fixed Asset Register_ 
Fixed asset register provides a unified view of all the details regarding current status of an asset. A Fixed asset register tracks all the fixed 
assets that the you have created. This not only includes assets that are currently in your possession, but also tracks those assets that are 
disposed. 
Types of records based on depreciation: 

@ — _** In Location: All the assets that are currently in your possession are under this category. 


e@ = ** Disposed: All the assets that are currently sold or scrapped come under this category. 
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B > Assets 


Fixed Asset Register 


Unico Plastics Inc. In Location 


200K 
150K 
100 K 


50K 


Apr 2021 May 2021 Jun 2021 


® Asset Value 


As... Asset Name Asset Cat... 

1 ACC... MacBook Pro Computers 
2 ACC... Lathe Machine Manufactu... 

3 ACC... MacBook Air #AH.... Computers 
ASSET VALUE ADJUSTMENT 


1. Prerequisites" 


1. Asset 


Select a date. 


Or oe er I OES 


Save and Submit. 


® Depreciatied Am... 


Status 


Submitt... 
Submitt... 


Submitt... 


Fiscal Year 


Jul 2021 Aug 2021 


Purchas... 


12-04-2... 


12-04-2... 


10-04-2... 


To access the Asset Value Adjustment, go to: 


Home > Assets > Maintenance > Asset Value Adjustment 


2. How to create an Asset Value Adjustment_ 


Select an Asset whose value is to be adjusted. 


Enter the current and new value of the asset. 


Sep 2021 


Availabl... 


12-04-2... 
12-04-2... 


10-04-2... 


2. Enable ‘Calculate Depreciation’ in the Asset form 


Go to the Asset Value Adjustment list, click on New. 


2021-2022 


--Select a group-- 


Gross Pur... 


% 36,000.00 
= 60,000.00 


% 36,000.00 


Oct 2021 


Q Search or type a command (Ctrl + G) 


Create Card Set Chart 


2021-2022 


Is Existing Asset 


Nov 2021 Dec 2021 Jan 2022 


Asset Value Openin... Depreciat... Cost Cen... 

= 36,000.00 20.00 20.00 

= 60,000.00 20.00 % 0.00 

= 36,000.00 % 0.00 20.00 Main - UP 


If the value of an Asset changed suddenly due to any damages, it can be recorded using Asset Value Adjustment. 
In case of fixed asset management, sometimes the value of an asset needs some adjustment. For example, if a laptop gets damaged for 


some reason, and its value will be dropped instantly. And in that case, we have to readjust the value of the asset. 


Before creating and using Asset Value Adjustment, it is advised to create the following first: 


Add Chart to Dashboard G 


Purchase Date 


Feb 2022 


G Help» BS 


Mar 2022 


Departme... Vendo 
Apple 
Apple 


Apple 
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& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


% Shared With 


+ 


® Tags 


Add a tag 


You edited this 


just now 


You created this 


just now 


FOLLOW 


add a finance book. 


ASSET CATEGORY 


under the category. 


3. Save. 


B > Assets > Asset Value Adjustment >» 19468f2d5d 


= ACC-ASS-2021-00001 : submittec 


Company 


Unico Plastics Inc. 


Asset * 


ACC-ASS-2021-00001 


Asset Category 


Computers 


Value Details 


Current Asset Value * 


= 24,000.00 


New Asset Value * 


@ 20,000.00 


Arcauntina Nimanciane 


An Asset Category classifies different assets of a Company. 


To access the Asset Category list, go to: 
Home > Asset > Assets > Asset Category 
1. How to create an Asset Category_ 


1. Enter a name for the Asset Category. 


On saving the system will book a "Gain/Loss on asset revaluation” and adjust the valuation of the asset. You can change the cost center and 


On submitting, a Journal Entry is created under the ‘Accumulated Depreciations' account. 


The first step towards asset management is creating an Asset Category based on the type of assets. For example, all your desktops and 
laptops can be part of an Asset Category named "Electronic Equipments”. 


In Asset Category, you can set default a depreciation method, periodicity and depreciation related accounts, which will apply to all the assets 


Note: You can also set default depreciation-related Accounts and Cost Centers in Company master. 


2. Check 'Enable Capital Work in Progress Accounting’ if you want to maintain records of assets under a temporary balance sheet 


account instead of the corresponding asset account. To know more, visit this page. 


Q Search or type a command (Ctrl + G) Q Help v BS 
< >| Bll Cancel 
Date * 
12-04-2021 
Difference Amount 
= 4,000.00 


Journal Entry 


ACC-JV-2021-00005 
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+ 


+ 


B > Assets > Asset Category > Computers Q Search or type a command (Ctrl + G) OQ Helpy = BS 
= Computers ow Ed i 

2 Assigned To 

+ Depreciation Options 


@ Attachments 


Attach File 


vy Reviews 


4 Shared With 


® Tags 


Add a tag 


You created this 


2 days ago 


1.1 Additional options when creating an Asset Category 


1. Enable Capital Work in Progress Accounting: On enabling this, accounting entry for assets under this category which are not 
in use are posted in the Capital Work in Progress accounts. This happens when you own the Asset but it isn't being used yet, i.e. 
‘Available for Use Date’ is set at a later date. If you use all your assets immediately, disable this feature. On disabling this, CWIP 
accounting will be skipped. 
2. Features_ 


2.1 Finance Book details_ 


You can link a Finance Book if you report depreciation in different ways. You can enter the following fields: 


2.2 Accounting Details_ 


The following account details can be set to record asset values in the ledger: 


Enable Capital Work in Progress Accounting 


+ 
Finance Book Detail 
Finance Books 
No. Finance Book Depreciation Method Total Number of Depr. Frequency of Depreci Depreciation Posting 
1 Regular Straight Line 36 1 09-04-2021 @ Edit 
Add Row 
Accounts 
aaa Accounts 
No Company Fixed Asset Account Accumulated Depreci. Depreciation Expens Capital Work In Progr 
1 Unico Plastics Inc. Electronic Equipments... Accumulated Depreciat... Depreciation - UP @ Edit 
Add Row 


Depreciation Method: Choose a depreciated method on which you'll record the depreciation of assets in this category. To know 
more, visit this page. 

Frequency of Depreciation (Months): The number of months within which the depreciation will be booked. The asset may be 
scrapped after this period. 

Total Number of Depreciations: The number of deprecations to be booked in the selected time frame. 

Rate of Depreciation: The rate of deprecation applied over the selected period. This will be calculated based on the Depreciation 


Method selected. 


Company 

Fixed Asset Account 

Accumulated Depreciation Account 
Depreciation Expense Account 


Capital Work In Progress Account 
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ASSETS 


An Asset is any valuable Item owned by a Company. 

Furniture, computers, mobile phones, printers, cars, manufacturing equipment are examples of assets. Generally, an asset is a tangible item 
that is located on the company premises or is carried by an employee. In some cases, an asset could be an intangible item. 

An asset's useful life spans across multiple years and hence its economic value is spread over corresponding years from the accounting 
perspective. If you buy a printer for $300 and it is expected to be useful for three years, from the accounting perspective $100 is recorded 
as the expense for three years each instead of all the $300 in the first year. Most countries have rules for such calculations. 

In ERP, the Asset record is the heart of asset management module. All the transactions related to an Asset like purchasing, depreciation, 
maintenance, movement, scrapping, sales will be recorded against the Asset record. 

To access the Asset list, go to: 

Home > Assets > Assets > Asset 

1. Prerequisites" 

Before creating and using Asset, it is advised to create the following first: 


e Item with 'Is Fixed Asset’ enabled. 


es Asset Category 


2. How to create an Asset_ 


An Item representing the asset should be created. The 'Maintain Stock’ should be unchecked and ‘Is Fixed Asset’ must be checked. 


B > Stock > Item > Ma 


Q Search or type a command (Ctrl + G) iat Help» BS 


= MacBook Air - Enabied View > Duplicate << >» @ 


Item Name Disabled 
MacBook Air] Allow Alternative Item 
Item Group * Maintain Stock 


Include Item In Manufacturing 


Auto Create Assets on Purchase 


Fixed Assets 


HSN/SAC 


Asset Catt . 
Is Nil Rated or Exempted sset Category 


Computers 
Is Non GST 


Is Item from Hub Over Delivery/Receipt Allowance (%) 


0.000 
Default Unit of Measure * 
Nos Over Billing Allowance (%) 
0.000 


Description ~ 


2.1 Auto creation of assets_ 
You can configure ERP to automatically create assets on submission of Purchase Receipt by enabling 'Auto Create Assets on Purchase’ in 


Item. 
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| 
B > Stock > Item > new-item-2 Q Search or type a command (Ctrl + G) G Help» BS 


= Newltem .: nor savea View : Duplicate | save] 


Item Code * Disabled 

MacBook Air| Allow Alternative Item 
Item Name Maintain Stock 

MacBook Air Include Item In Manufacturing 
Item Group * Standard Selling Rate 

Fixed Assets 0.00 


@ |s Fixed Asset 


HSN/SAC 
@ Auto Create Assets on Purchase 


| Is Nil Rated or Exempted Asset Category * 


Computers 
| Is Non GST 


Is Item from Hub Asset Naming Series * 


o 


Default Unit of Measure * 


Nos 


If you have enabled auto asset creation for the item representing an asset, you will have to provide the asset location while submitting the 


Purchase Receipt. 


Editing Row #1 Insert Below InsertAbove Duplicate Move wv 


Warehouse and Reference 


Accepted Warehouse Asset Location 


Rejected Warehouse Asset Category 


Computers 


Allow Zero Valuation Rate 


BOM 


Item Weight Details ~ 


omen. . SEaTe as ezs 


A message confirming the creation of assets is displayed on submission of Purchase Receipt. 
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° Success 


Asset ACC-ASS-2021-00004 created for MacBook Pro 


2.2 Manual creation of assets" 


assets manually. 


e Success 


Assets not created for MacBook Air. You will have to create asset manually. 


Follow below steps to create assets manually. 


If you would like to create assets manually, create an Item with ‘Is Fixed Asset’ enabled and leave ‘Auto Create Assets on Purchase’ 


unchecked . On submission of a Purchase Receipt/Purchase Invoice with that Item a message is shown indicating that you need to create 


1. Go to the Assets list, click on New. 
2. Enter a name for the asset. 
3. Select the Item Code. Item Name and Asset Category will be fetched automatically. 
4. Select the Asset Owner, i.e. Company, Supplier, or Customer. 
5. Select the Company/Supplier/Customer. 
6. Select the Purchase Receipt/Purchase Invoice. Purchase Date and Gross Purchase Amount will be fetched automatically. 
7. Select a Location. Eg: Mumbai Office. This will be fetched automatically if specified in Purchase Receipt items table 
teapenpsl moans es P.O.Box 128448, Dubai, United Arab Emira 


man.energy 8a. 


8. Set Available-for-use Date. The depreciation will be calculated starting from this date. 
9. Save and Submit. 
Please note you need create one asset record for each asset you have bought. If you have bought five computers and have created just 
one Purchase Receipt with quantity set to five then you will have to create five asset records manually. 
2.3 Importing existing assets_ 
When you move from a legacy system to ERP, you will have to add details of all the assets your company has purchased previously along 
with depreciation details of each asset. 
For an existing asset, you can create the asset record directly by checking "Is Existing Asset" checkbox and provide below details. 
@ — Gross Purchase Amount 
e Purchase Date 
e = Available-for-use Date 
@ = Opening Accumulated Depreciation: The accumulated depreciation amount which has already been booked for an existing asset. 
e Number of Depreciations Booked: Number of depreciation entries already booked. 


Based on these details the schedule for depreciation of remaining amount will be created automatically. 


B > Assets > Asset > new-asset-1 Q Search or type a command (Ctri + G) a Help v BS 


New Asset - Not Saved 


Purchase Details ~ 
Purchase Receipt Gross Purchase Amount * 


36,000.00 


Purchase Invoice Purchase Date * 


01-04-2020 


Available-for-use Date * 


01-04-2020 


Depreciation ~ 
Calculate Depreciation Opening Accumulated Depreciation 


Allow Monthly Depreciation 12,000.00 


Number of Depreciations Booked 


12 


To know more, visit the Purchasing an Asset page. 
2.4 Additional options when creating an Asset_ 

1. Custodian: The employee who will carry the asset. 

2. Department: The department of the Custodian. 

3. Next Depreciation Date: Mention the next depreciation date, even if it is the first one. If the asset is an existing one and 
depreciation has already been completed, leave it blank. 

4. Calculate Depreciation: Enable this checkbox to calculate depreciation of Assets. 

5. Allow Monthly Depreciation: Enable this checkbox to distribute depreciation amount of an asset into 12 months of the year. 
Depreciation entries will be made every month on the date provided as Depreciation Start Date. For example, if Available for Use 
date is 22nd Nov 2019 and depreciation Start Date is 31st March 2020, first depreciation will be done on 30th Nov 2019 second 
on 31st Dec 2019 and so on. Amount will be distributed based on days left until next depreciation. 

4. Features" 
4.1 Depreciation_ 


e@ Frequency of Depreciation (Months): The number of months between depreciations. 


MAN ENERGY 


P.O.Box 128448, Dubai, United Arab Emirates 
man.energy 800896 - 392 - 


4.2 Depreciation Schedule_ 
B > Assets >» Asset >» ACC-ASS-2021-00003 
MacBook Air #HAHJ569_ - submitted 


Finance Books 


Finance Books 


1 Regular 


Add Row 


Depreciation Schedule 


No Finance Bo 
1 Regular 
2 Regular 
3 Regular 
4 Regular 
5 Regular 


4.3 Insurance Details_ 


e@ Policy number 

e Insurer 

e Insured value 

e Insurance Start Date 

e Insurance End Date 

@ Comprehensive Insurance 


4.4 Accounting Entries_ 


earlier years of ownership. 


No Finance Book 


Depreciation Schedule 


‘ok 


Transfer Asset 


Depreciation Method 


Straight Line 


Schedule Date 


30-04-2021 


30-05-2021 


30-06-2021 


30-07-2021 


30-08-2021 


is also known as Salvage Value, Scrap Value, or Residual Value. 


Scrap Asset 


e Total Number of Depreciations: The total number of depreciations during the useful life of the Asset. In case of existing assets 
which are partially depreciated, mention the number of pending depreciations. For example, if you set frequency as 12 months 
and no. of depreciations as 3, 1 depreciation will be booked every 12 months for 3 years. 

@ Depreciation Method: These are three methods used for depreciation : 

e@ = Straight Line: This method spreads the cost of the fixed asset evenly over its useful life. 


@ Double Declining Method: An accelerated method of depreciation, it results in higher depreciation expense in the 


e@ = Written Down Value: In this method, the depreciation percentage is fixed but it is applied on the current value of the 


asset which we get after each depreciation. To know about Asset Depreciation in detail, visit this page. 
e@ Depreciation Start Date: The date from which booking of depreciation will be started. 


e Expected Value After Useful Life: Useful Life is the time period over in which the company expects that the asset will be 


productive. After that period, either the asset is scrapped or sold. In case it is sold, mention the estimated value here. This value 


e@ Rate of Depreciation: This will be calculated based on the amount entered in expected value after useful life. 


On booking depreciations against this Asset, the Depreciation Schedule section will be visible. This table has columns for Finance Book, 


Schedule Date, Depreciation Amount, Amount Depreciated, and Journal Entry. 


Q Search or type a command (Ctrl + G) a Help v BS 


ytal Number of Depr. 


36 


Depreciation Amount 


645.16 


% 1,000.00 


= 1,000.00 


= 1,000.00 


% 1,000.00 


Note: The Finance Book column will only be visible if Enable Finance Book is checked in the Company Master. For more details, click here. 


If Insurance has been taken for the Asset you're recording, you can store the following Insurance details: 


On submission of an asset, "Capital Work in Progress" account will be credited and the asset account related to the asset will be debited. 


Sell Asset General Ledger 


Accumulated Deprec! 


< > 8 Cancel 

Depreci Depreciation Posting 

1 30-04-2021 @ Edit 
Journal Entry 

% 645.16 @ Edit 
% 1,645.16 @ Edit 
% 2,645.16 @ Edit 
% 3,645.16 @ Edit 
% 4,645.16 @ Edit 
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Submission is only possible after entering "Available-to-use Date”. If "Available-to-use Date" is a future date, then accounting entry will be 


booked automatically on that date via the scheduler. 

4.5 Maintenance_ 

Ticking on Maintenance Required allows recording Asset Maintenance entries for this Asset. To know more, visit the Asset Maintenance page. 
4.6 After Submitting_ 

Once you create an Asset, you'll see options to transfer, scrap, or sell the asset. From the Make button, you can adjust its value and make a 


depreciation entry. 


B > Assets >» Asset >» ACC-ASS Q Search or type a command (Ctrl + G) a Help ~ € 
MacBook Air - Partially Depreciated Transfer Asset Scrap Asset Sell Asset General Ledger < >All = Cancel 
Asset Value 
80k 
M ian 60K 
40K 
20K 
& Assigned To 
o 
+ 2021-03-11 2021-03-31 2022-03-31 2023-03-31 2024-03-14 
@ Attachments 
Attach File + . 
' Connections ~ 
He Reviews Movement Value 
+ ® Asset Movement + Asset Value Adjustment + 
4 Shared With 
+ 
Company * Asset Name * 
® Tags 
aia Frappe Technologies Private Limited MacBook Air 
Add a tag 


The Asset Maintenance Team is responsible for carrying out maintenance activities on the Asset. 

The maintenance activities can be cleaning, polishing, servicing, or any other activity required to maintain the Asset in good condition. 
To access the Asset Maintenance Team, go to: 

Home > Assets > Maintenance > Asset Maintenance Team 

1. Prerequisites" 


Before creating and using Asset Maintenance Team, it is advised to create the following first: 


e Employee 
e Asset 


2. How to create an Asset Maintenance Team_ 
1. Go to the Asset Maintenance Team list, click on New. 
2. Enter a name for the team. 

Select a manager for the team. 


In the Maintenance Team Members table, add the team members and select their maintenance roles. 


a FF w 


Save. 
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2 Assigned To 


+ 


@ Attachments 


Attach File + 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag ... 


0-Qo FOLLOW 


You edited this 


You created this 


& Assigned To 


+ 


@ Attachments 


Attach File + 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


0-Qo FOLLOW 


You edited this 


You created this 
2 days ago 


ASSET LOCATION 


Asset Movement record. 


B > Assets > Asset Maintenance Team > Feeder Maintenance Team 


= Feeder Maintenance Team 


Maintenance Manager 


bella@unico.com 


Maintenance Manager Name 


Bella Alsop 


Team 


Maintenance Team Members 


No. Team Member 


1 Grace Gibson 


2 Anthony Miller 


Add Row 


Add acomment 


Asset Location shows where an Asset is located. 


Map of the location is also shown: 


B > Assets > Location » Head Office - Bangalore 


= Head Office - Bangalore 


Parent Location 


Location Details 


Latitude 


19.080 


Longitude 


72.896 


Location 


Q Search or type a command (Ctrl + G) 


Company * 


Unico Plastics Inc. 


Full Name Maintenance Role 
Grace Gibson Maintenance User 
Anthony Miller Maintenance User 


The assets that your organization owns can be located at various facilities like administrative offices, manufacturing plants, warehouses, etc. 
In ERP you can create a ‘Location’ for each of your facilities and track the assets which are present in these locations. 


You can also add Latitude and Longitude of the location. When an asset is moved from one location to another, you need to create an 


Q Search or type a command (Ctrl + G) 


Is Container 


Check if it is a hydroponic unit 


Is Group 


Area 


ii 
, chandival 
fr 


@ Edit 


? Edit 
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ASSET REPAIR 


Asset Repair refers to any activity carried to repair a broken Asset to restore full functionality. 
You can also maintain the records of Repair/Failures of Assets which are not listed in Asset Maintenance. 
To access the Asset Repair list, go to: 
Home > Assets > Maintenance > Asset Repair 
1. Prerequisites" 
Before creating and using Asset Repair, it is advised to create the following first: 
e Asset 
2. How to create an Asset Repair_ 
1. Goto the Asset Repair list, click on New. 


2. Select the Asset. 


3. Select the Failure Date. 
4. Enter the Repair Cost. 
5. Save. 
6. Change the Repair Status from ‘Pending’ to ‘Completed’, or ‘Canceled’. 
7. Select a Purchase Invoice if Repair Cost is greater than zero. 
8. Save and Submit. 
B > Assets > Asset Repair >» ACC-ASR-2021-00132 Q Search or type a command (Ctrl + G) Q Help ~ A 
Kindle Paperwhite 2018 _ - completed View General Ledger < > (=) Cancel 
& Assigned To 
Asset * Asset Name 
+ 
ACC-ASS-2021-00013 Kindle Paperwhite 2018 
2 Attachments 
Company 
Attach File + 
Frappe 
vw Reviews 
+ 
& Shared With Repair Details 
+ Failure Date * Completion Date 
® Tags 25-06-2021 13:39:45 25-06-2021 13:39:53 
Add a tag 
Repair Status 
Completed 
O- 0 FOLLOW 
You edited this Accounting Details 
5 months agc 
Repair Cost Purchase Invoice * 
You created this 
5 months ago 100.00 PINV-21-00004 


Capitalize Repair Cost 


Stock Consumed During Repair 


Note: Alternatively, you could open the record for the Asset in question and click on the Repair Asset button under Manage, and then 
follow steps 3-8. 
2.1 Additional options when creating an Asset Repair_ 

e Capitalize Repair Cost: If checked, the Repair Cost will be added to the Asset's value. This could also allow you to increase the 


Asset's life. 


e Increase In Asset Life(Months): The number of months by which the Asset's life might be extended by the repair can be added 


here. This will modify the Depreciation Schedule of the Asset. This field will only be visible if Capitalize Repair Cost is checked. 
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B > Assets > Asset Repair > ACC-ASR-2021-00134 


= Kindle Paperwhite 2018 - bran <|[>]|e@ 


B > Assets > Asset Repair >» ACC-ASR-2021-00134 


= Kindle Paperwhite 2018 - bran <|[>||6 


Q Search or type a command (Ctri + G) Qa 


Accounting Details 


Repair Cost Purchase Invoice 


$00.00 


Capitalize Repair Cost 


Stock Consumed During Repair 


Asset Depreciation Details 


Increase In Asset Life(Months) 


6 


Stock Consumed During Repair: Checking this will allow you to make a note of all the Stock Items consumed during the repair. 


Warehouse: The Warehouse from which the Stock Items consumed during the repair were taken should be entered here, if Stock 


Consumed During Repair is checked. 


Stock Items: Entering Stock Items consumed during the repair here will create a Stock Entry record of type Material Issue for 
them, thereby decreasing their quantity. GL Entries will also be created for each Item in the table. This table will only be visible if 
Stock Consumed During Repair is checked. In case of Serialized Items, the Item row can be expanded to reveal the Add Seria/ 


No button. 


Q Search or type a command (Ctri + G) Q Help v A 


Accounting Details 


Repair Cost Purchase Invoice 


500.00 


Capitalize Repair Cost 


Stock Consumed During Repair 


Stock Consumption Details 


Warehouse 


Finished Goods - F 


Stock Items 
No. Item Valuation Rate Consumed Quantity Total Value 
1 003 %2,000.00 1 = 2,000.00 @ Edit 
Add Row 


Total Repair Cost 
% 2,500.00 


Sum of Repair Cost and Value of Consumed Stock Items. 


Error Description: A detailed descripton of the problem can be entered here. 


Actions Performed: A sequence of actions performed to carry out the repair can be noted down here. 
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B > Assets > Asset Repair >» ACC-ASR-2021-00134 Q Search or type a command (Ctrl + G) Q Help v A 
Kindle Paperwhite 2018 - pratt 60> @ «= 
Description 
Error Description Actions performed 
3. Features_ 


3.1 Accounting Dimensions 
Accounting Dimensions let you tag transactions based on a specific Territory, Branch, Customer, etc. This helps in viewing accounting 


statements separately based on the selected dimension(s). To know more, check help on Accounting Dimensions feature. 


Note: Project and Cost Center are treated as dimensions by default. 

3.2 Purchase Invoice_ 

A Purchase Invoice can be linked with the Asset Repair, to account for any Items that need to be purchased to carry out the repair or the 
repair service offered. 

3.3 Total Repair Cost_ 

If Stock Consumed During Repair is checked, the Total Repair Cost will be computed based on the value of the consumed Stock Items and 


the Repair Cost entered. 


ASSET MAINTENANCE 


Asset Maintenance refers to any activity done on Assets to maintain their performance or condition. 
ERP provides features to track the details of individual maintenance/calibration tasks for an asset by date, the person responsible for the 
maintenance, and future maintenance due date. 
To perform Asset Maintenance in ERP: 
1. Enable ‘Maintenance Required’ from the Asset master. 
2. Create an Asset Maintenance Team. 
Create the Asset Maintenance. 


An Asset Maintenance Log is created. 


a FF w 


Create Asset Repair Log. 

To access the Asset Maintenance list, go to: 

Home > Assets > Maintenance > Asset Maintenance 

1. Prerequisites" 

Before creating and using Asset Maintenance, it is advised to create the following first: 


e Asset with ‘Maintenance Required’ checked. 
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B > Assets > Asset >» ACC-ASS Q Search or type a command (Ctrl + G) Qa Help v BS 


= MacBook Air #AHJ569__ - submittea Transfer Asset Scrap Asset Sell Asset General Ledger < > & « Cancel 


Maintenance 


Maintenance Required 


Check if Asset requires Preventive Maintenance or Calibration 


es Asset Maintenance Team 


2. How to create Asset Maintenance_ 
For each asset, create an Asset Maintenance record listing all the associated maintenance tasks, maintenance type (Preventive Maintenance 
or Calibration), periodicity, assign to and start and end date of maintenance. Based on start date and periodicity the next due date is auto- 
calculated and a ToDo is created for the Assignee. 
1. Go to the Asset Maintenance list, click on New. 
2 Select the Asset. 
3. Select the Asset Maintenance Team. 
4. Add Maintenance Tasks in the table. 
1. Set the Maintenance Status whether ‘Planned’, ‘Overdue’, or ‘Canceled’. 
2. Select a periodicity for which the task needs to be carried out. The next due date will be calculated. 
5. Save. 


6. After saving, you can assign the task to a user. 


B > ToDo >» 64254938af Q Search or type a command (Ctrl + G) Q Help v BS 


= Check Battery Backup - open ACC-ASS-2021-00006 Close New < > @ 


& Assigned To 


Status Color 
+ 
Open - fe) Choose a color 
@ Attachments 
Priority Due Date 
Attach File + 
Medium : 12-07-2021 
vy Reviews 
Allocated To 
+ 
grace@unico.com 
8 Shared With 
+ 
® Tags Description * 
Add a tag Normal > BIUkR AR YN rP &2B EEE FE Table + 
Check Battery Backup 
0-Qo FOLLOW 


You edited this 


1 minute ago 


Grace Gibson created this 


1 minute ago 


If the Item is serialized, the Serial Number can be entered. 

3. Features_ 

3.1 Maintenance Tasks_ 
@ Maintenance Type: Whether this is a ‘Preventive’ maintenance activity or ‘Calibration’ to restore accurate functioning. 
e Start and End Date: Set the start date and end date when the maintenance is supposed to begin and end. 


e Last Completion Date: If the maintenance was not carried out on or before the scheduled date, the actual date of maintenance 


can be recorded here. 


3.2 Asset Maintenance in ToDo_ 
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B > ToDo > 64254938af 


= Check Battery Backup - open 


& Assigned To 
Status 


+ 
Open 
@ Attachments 
Priority 
Attach File + 
Medium 
vw Reviews 
+ 


& Shared With 


+ 


® Tags Description * 


Add a tag... Normal 


Qo FOLLOW 


You edited this 
1 minute ago 


Grace Gibson created this 
1 minute ago 


SCRAPPING AN ASSET 


asset will be scrapped. 


asset. 


On assigning the maintenance to a user, it will appear in the User's ToDo list. 


° 


© 


Rk AK Ud &@& 


Check Battery Backup 


When an asset is no longer usable, it is scrapped. 


° Message 


Asset scrapped via Journal Entry ACC-JV-2021-00006 


Q Search or type a command (Ctrl + G) 


ACC-ASS-2021-00006 


Color 


té) Choose a color 


Due Date 


12-07-2021 


Allocated To 


grace@unico.com 


You can scrap an asset anytime using the "Scrap Asset" button in the Asset record. You will be asked for confirmation, click on Yes and the 


The "Gain/Loss Account on Asset Disposal" account mentioned in the Company is debited by the Current Value (After Depreciation) of the 


Close New < > 
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A Journal Entry will be created if you scrap an asset: 


2 minutes ago 


B > Accounting > JournalEntry >» ACC-JV-2021-00006 Q Search or type a command (Ctri + G) Gi Help» =—s:BS 
= Electronic Equipments - UP - Journaientry Views Makes << > @& Cancel 
& Assigned To 
Entry Type * Company * 
+ 
Journal Entry Unico Plastics Inc. 
@ Attachments 
Posting Date * 
Attach File + 
12-04-2021 
vw Reviews 
+ 
2% Shared With Accounting Entries 
+ No Account Debit Credit 
® Tags 1 Electronic Equipments - UP %0.00 % 36,000.00 @ Edit 
oe aaee 2 Accumulated Depreciations - UP 21,935.48 %0.00 =? Edit 
3 Gain/Loss on Asset Disposal - UP % 34,064.52 =0.00 @ Edit 
0-Qo FOLLOW Add Multiple Add Row 
You edited this 
2 minutes ago 
Total Debit 
You created this 
= 36,000.00 


After scrapping, you can also restore the asset using "Restore Asset" button from the asset master. 


SELLING AN ASSET 


To sell an asset, open the asset record and clicking on the Sell Asset button. This will take you to a Sales Invoice. In the Sales Invoice, enter 
details like Customer and Payment Due Date. 


On submission of the Sales Invoice, following accounting entries will take place: 


e@ —=—""Receivable Account" (Debtors) will be debited by the sales amount. 

e  —="Fixed Asset Account" will be credited by the purchase amount of asset. 

e = =©"Accumulated Depreciation Account" will be debited by the total depreciated amount till now. 

e —="Gain/Loss Account on Asset Disposal" will be credited/debited based on gain/loss amount. The Gain/Loss account can be set in 


Company record. 


B > Accounting Q Search or type a command (Ctrl + G) Q Help v BS 
General Ledger CreateCard  SetChart G 
Unico Plastics Inc. Finance Book 12-04-2021 12-04-2021 Acco! ACC-SINV-2021-00001 
ype Party Group by Voucher (Consol ( ’ 
Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (INR) Credit (IN... Balance (INR) Voucher Type Voucher No Against Acco... Party Type Par 
1 Opening 0.000 0.000 0.000 
2 12-04-2... Accumulated Depreciations - UP 16,000.000 0.000 16,000.000 Sales Invoice ACC-SINV-2021-00001 Basawaraj 
3 12-04-2... Debtors - UP 20,000.000 0.000 36,000.000 = Sales Invoice ACC-SINV-2021-00001 Gain/Loss on... Customer Bas 
4  12-04-2... Electronic Equipments - UP 0.000 36,000.000 0.000 Sales Invoice ACC-SINV-2021-00001 Basawaraj 
5 Total 36,000.000 36,000.000 0.000 
6 Closing (Opening + Total) 36,000.000 36,000.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.023133 sec 
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&, Assigned To 


+ 


@ Attachments 


Attach File + 


vy Reviews 


+ 


4 Shared With 


FOLLOW 
You edited this 


You created this 


just now 


1. Prerequisites" 


es Asset 


Save. 


oN OP oO FF Ww 


Submit. 


ASSET MOVEMENT 


ACC-ASM-2021-00008 


es Asset Location 


Select a date. 


To access the Asset Movement list, go to: 


Home > Assets > Assets > Asset Movement 


B > Assets > Asset Movement >» ACC-ASM-2021-00008 


* Submitted 


Company * 


Unico Plastics Inc. 


Purpose * 


Transfer 


Assets 
No Asset 
1 ACC-ASS-2021-00005 


Add Row 


Add a comment 


2. How to create an Asset Movement_ 


1. Goto the Asset Movement list, click on New. 


Select Reference Document Type (Optional). 


Select Reference Document Name (Optional). 


Movement from Actions menu on the top left. 


Source Location 


Head Office - Bangalore 


Asset Movement refers to moving an Asset from one Location to another. 


In ERP, you can track the location of an asset or to whom it is issued. For tracking, you need to create an Asset Movement transaction, 


whenever the asset is moved from one location to another. You can also keep a track of issuance of an asset to any employee. 


Q Search or type a command (Ctrl + G) Q 


Transaction Date * 


12-04-2021 14:44:23 


From Employee 


Target Location 


Mumbai - Branch Office 


Before creating and using Asset Movement, it is advised to create the following first: 


Select Assets you want to move. Current Location / Custodian will be automatically fetched. 


To Employee 


2. Select the Purpose from ‘Issue’, ‘Receipt’, or ‘Transfer’. Mandatory fields will be changed based on purpose. 


To make an Asset Movement of a number of assets, it is advised to go to Asset List, select assets to be moved and click on Make Asset 


Help ~ BS 


Cancel 


@ Edit 
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B > Assets 


= Asset 
Filter By 
Assigned To 


Created By 


Edit Filters 


Tags 


Show Tags 


Save Filter 
Filter Name 


Show Saved 


Form. 


MA 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 


Asset record. 


= MacBook Air HAHJ569_- submittea 


2 items selected 
MacBook Pro * Submitted 


MacBook Air #AHJS69 * Submitted 


20 100 500 


B > Assets > Asset > ACC-ASS-2021-00003 


Graph v 


Connections ~ 


Movement Maintenance 


@ AssetMovement + 


Value 


Asset Value Adjustment + 


Company * 


Unico Plastics Inc. 


Item Code * 
+ 
MacBook Air 
® Tags 
Add a tag Item Name 
MacBook Air 
ASSET DEPRECIATION 


Types of depreciations in ERP: 


Asset Maintenance 


Computers 


Computers 


+ 


Q Search or type a command (Ctrl + G) Q Help v BS 


Submitted 


ACC-ASS-2021-00004 


ACC-ASS-2021-00003 


There is also a Transfer Asset button on the top right of the Asset form to initiate Asset Movement. It auto fills available fields from Asset 


Q Search or type a command (Ctrl + G) Q Help v BS 


Transfer Asset Scrap Asset Sell Asset General Ledger 


Asset Name * 


MacBook Air #AHJS69 


Asset Category 


Computers 


Location * 


Head Office - Ranaalore 


The system automatically creates a schedule for depreciation based on depreciation method and other related inputs like ‘Available to Use 
Date’ in the Asset record. It is also possible to create multiple depreciation schedules for different Finance Books. You need to tick the 


‘Calculate Depreciation’ checkbox while creating an asset for calculating its depreciation and adding entries to the depreciation table in the 


= List View > G 
= Filte Edit 
Assign To 
Apply Assignment Rule 
Add Tags 
Print 
Submit 
Cancel 


Delete 


< >) Bile Cancel 


Repair 


Asset Repair = 
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e = Straight line: The depreciation is calculate in a straight line and is distributed evenly over the selected frequency in months. For 


example, current asset value is 1000, post depreciation value is 500 after 5 years, straight line would set 100 as depreciated 


amount for each year. This method is useful when there is no particular pattern to how the depreciation takes place over a period 


of time. 


@ Double Declining Balance: This is also known as 200% declining balance. In this method, 20% is depreciated from the existing 


value each time. For example, if asset is worth 1000, it'll be worth 800 in the next period, then 20% of 800 would be 160 so now 


the asset is worth 640, and so on till the end value is reached. If you start at the middle of the year, 10% depreciation will be 


calculated. This method is useful when the asset depreciates fast in the beginning and slows down later. 


e = Written Down Value: A fixed depreciation percentage is set and the asset value depreciates by that percentage over lifespan of 


the asset. This fixed percentage is always calculated on the current existing value of the asset. For example if the value is 1000 


and ‘Written Down Value’ is 10% over 5 years, 10% will be depreciated every year to get the expected value of 600 at the end of 


life. Useful for vehicles where the depreciation is higher in later years. 


Current Value Depreciation Booked Value 
1000 100 900 
900 90 810 
810 80 730 
730 70 660 
660 60 600 
600 50 550 


@ = Manual: In this method, you can define the Schedule Date and Depreciation Amount for each period. 


1. Scheduled depreciation_ 


On the scheduled date, system creates a depreciation entry by creating a Journal Entry and the same Journal Entry is shown in the 


depreciation table for reference. Next Depreciation Date and Current Value are also updated on submission of depreciation entry. 


B > Accounting > Journal Entry >» ACC-JV-2021-00005 Q Search or type a command (Ctrl + G) a Help» BS 
Accumulated Depreciations - UP. Depreciation Entry View > Make : < > 8 Cancel 
2 Assigned To 
Entry Type * Company * 
+ 
Depreciation Entry Unico Plastics Inc. 
@ Attachments 
Posting Date * 
Attach File + 
12-04-2021 
vw Reviews 
+ 
2 Shared With Accounting Entries 
+ No Account Debit Credit 
® Tags 1 Accumulated Depreciations - UP = 0.00 & 4,000.00 @ Edit 
tL, 2 Depreciation - UP % 4,000.00 %0.00 =? Edit 
Add Multiple Add Row 
O- 0 FOLLOW 
Total Debit 
4ho 4,000.00 
You his 
4ho Total Credit 


2. Accounting entries on depreciation_ 
In the depreciation entry: 
e =©"Accumulated Depreciation Account" is credited and 


e ="Depreciation Expense Account" is debited. 
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The related accounts can be set in the Asset Category or Company. 

3. Automatic depreciation entries" 

You can enable booking of depreciation entry automatically from Accounts Settings. This will create depreciation entry automatically on 
scheduled date via scheduler. Otherwise, you have to create Journal Entry manually by clicking "Make > Depreciation Entry" in corresponding 


Depreciation Schedule row. 


B > Assets > Asset >» ACC-ASS-2021-00003 Q Search or type a command (Ctrl + G) a Help v BS 
MacBook Air #AHJ569_ - submittea Transfer Asset Scrap Asset Sell Asset General Ledger < >| & Cancel 
Depreciation Schedule 
Depreciation Schedule 
No. Finance Book Schedule Date Depreciation Amount Accumulated Depreci Journal Entry 
1 Regular 30-04-2021 % 645.16 % 645.16 @ Edit 
2 Regular 30-05-2021 % 1,000.00 % 1,645.16 @ Edit 
3 Regular 30-06-2021 % 1,000.00 % 2,645.16 @ Edit 
4 Regular 30-07-2021 % 1,000.00 % 3,645.16 @ Edit 
5 Regular 30-08-2021 1,000.00 24,645.16 @ Edit 
6 Regular 30-09-2021 = 1,000.00 % 5,645.16 @ Edit 
7 Regular 30-10-2021 % 1,000.00 % 6,645.16 @ Edit 
8 Regular 30-11-2021 % 1,000.00 = 7,645.16 @ Edit 
9 Regular 30-12-2021 % 1,000.00 % 8,645.16 @ Edit 
10 Regular 30-01-2022 1,000.00 29,645.16 @ Edit 
N Regular 28-02-2022 % 1,000.00 % 10,645.16 @ Edit 


4. An example_ 


For better understanding, net value of the asset on different depreciation dates are shown in a line graph. 


B > Assets > Asset >» ACC-ASS-2021-00006 Q Search or type a command (Ctrl + G) 


= MacBook Air. Partially Depreciated Transfer Asset Scrap Asset Sell Asset General Ledger | create = | < > @& « Cancel 
Asset Value 
80K 
M FA 60K 
40K 
20K 
& Assigned To a 
+ 2021-03-11 2021-03-31 2022-03-31 2023-03-31 2024-03-14 
@ Attachments 
‘ttach File + . 
Attach Connections ~ 
eMC Movement Value 
+ 


@® Asset Movement + Asset Value Adjustment + 


& Shared With 


+ 
Company * Asset Name * 
® Tags 
Frappe Technologies Private Limited MacBook Air 
Add a tag 
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ASSET MAINTENANCE LOG 


Asset Maintenance Log logs the tasks carried out in an Asset Maintenance. 
For each task in Asset Maintenance, Asset Maintenance Log is auto created to keep track of the upcoming maintenances. It will have a 


status, completion date and actions performed. Based on completion date here, next due date is calculated automatically and new Asset 


Maintenance Log is created. 


To access the Asset Maintenance Log, go to: 


1. Prerequisites" 


es Asset Maintenance 


2. Options in Asset Maintenance Log_ 


B > Assets > Asset Maintenance Log >» ACC-AML-2021-00001 


= ACC-AML-2021-00001 . Plannca 


2 Assigned To 
Submit this document to confirm 
+ 


@ Attachments ‘ 
z Asset Maintenance 


Attach File + ACC-ASS-2021-00006 


vy Reviews 


Home > Assets > Maintenance > Asset Maintenance Log 


the Asset Maintenance status has to either ‘Completed’ or ‘Canceled’. 


Before creating and using Asset Maintenance Log, it is advised to create the following first: 


A Draft of the Asset Maintenance Log is created as scheduled in the Asset Maintenance form. In order to submit an Asset Maintenance Log, 


e The status of the Asset Maintenance Log can be ‘Planned’, ‘Completed’, ‘Canceled’, or ‘Overdue’. 


e = Additional notes can be added in the Actions performed section to describe the activity in detail. 


Q Search or type a command (Ctri + G) Q Help v BS 


Item Code 


MacBook Pro 


Asset Name Item Name 
+ 
ACC-ASS-2021-00006 MacBook Pro 
©, Shared With 
+ 
Maintenance Details 
® Tags 
Add a tag Task Maintenance Status * 
421d5116df Planned . 
Task Name Assign To 
Oo: te) FOLLOW 
Check Battery Backup Grace Gibson 
You edited this 
10 minutes ago Maintenance Type Due Date 
r Preventive Maintenance 12-07-2021 
You created this 
10 minutes ago 
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PURCHASING AN ASSET 


For purchasing a new asset: 
1. Create an Asset Category 
2. Create a related Item with ‘Is Fixed Asset’ enabled for creating the asset. 


3. You may also enable ‘Auto Create Assets on Purchase’ for creating assets automatically. (Optional) 


> Stock > Item > new-item-2 Q Search or type a command (Ctrl + G) G Help» BS 
= Newltem . notsavea View > Duplicate 
Item Code * Disabled 
MacBook Air _) Allow Alternative Item 
Item Name Maintain Stock 
MacBook Air _) Include Item In Manufacturing 
Item Group * Standard Selling Rate 
Fixed Assets 0.00 
Is Fixed Asset 
HSN/SAC 


Auto Create Assets on Purchase 


| Is Nil Rated or Exempted Asset Category * 


Computers 
| Is Non GST 


Is Item from Hub Asset Naming Series * 


o 


Default Unit of Measure * 


Nos 


4. Then, the purchase cycle should be followed for purchasing an asset. 


5. Enter the Asset Location in the Items table of the Purchase Receipt or Purchase Invoice through which you are receiving the item. 


6. Onsubmission of a Purchase Receipt, based on auto creation checkbox, Asset records will be created automatically. You can then 


enter other details of the Asset manually from the Asset form. 


° Success 


Asset ACC-ASS-2021-00004 created for MacBook Pro 


Following accounting entries will be posted on submission of the Receipt entry if Capital Work In Progress Accounting is enabled in the 


Asset Category of the purchased asset. 
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B > Accounting Q Search or type a command (Ctrl + G) a Help ~ BS 
General Ledger SetChart CreateCard G 
Unico Plastics Inc. 12-04-2021 12-04-2021 MAT-PRE-2021-00006 


Group by Voucher (Consol 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting Account Debit (INR) Credit (IN... Balance (INR) Voucher Type Voucher No Against Acco. Party Type Party 
1 Opening 0.000 0.000 0.000 
2 12-04-2... Assets Received But No... 0.000 60,000.000 -60,000.000 Purchase Rec... MAT-PRE-2021-00006 CWIP - UP 
3 12-04-2... CWIP - UP 60,000.000 0.000 0.000 Purchase Rec... MAT-PRE-2021-00006 Assets Receiv... 
4 Total 60,000.000 60,000.000 0.000 
5 Closing (Opening + Total) 60,000.000 60,000.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.019011 sec 


t is noticeable here that, instead of corresponding asset account, Capital Work in Progress (CWIP) has been debited. This is because the 
asset has only been purchased and it is still not available for use. Until the asset is available for use, the asset value is maintained against 
his account. On the day when it is available for use, the CWIP account gets credited and corresponding asset account gets debited. 

n case of disabled ‘Capital Work In Progress Accounting’ in the Asset Category, the receipt entry will be made against corresponding asset 
accounts set in the Asset Category. 


ERP also uses a temporary account "Asset Received But Not Billed" (a liability account) which gets credited on submission of Purchase 


Receipt entry. Later, on submission of Purchase Invoice, this account gets debited/reversed. 


DEPRECIATION ENTRY 


Question: A Fixed Asset Item has been purchased and stored in a warehouse. How to create a depreciation for a Fixed Asset Item? 
Answer:You can post asset depreciation entry for the fixed asset item via Stock Reconciliation Entry. 
Step 1: 
In the Attachment file, fill in the appropriate columns; 
e@ Item Code whose value is to be depreciated. 
e@ Warehouse in which item is stored. 
e = Qty (Quantity) Leave this column blank. 
e =: Valuation Rate will be item's value after depreciation. 
After updating Valuation Rate for an item, come back to Stock Reconciliation and upload save .csv file. 
Step 2: 
Select Expense account for depreciation in Difference Account. Value booked in the depreciation account will be the difference of old and 


next valuation rate of the fixed asset item, which will be actually the depreciation amount. 
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MOVING ASSET FROM STOCK ITEM TO FIXED ASSET ITEM 


Question: We have added Asset Item as a Stock / consumable Item. How to move this item to Fixed Asset register, so that Depreciation 
can be applied on it? 
Answer: Please follow the steps given below to have stock item moved to fixed asset item. 
Stocking Out Consumable Item_ 
1. Create a Stock Entry of type Material Issue 
2. Select Items, with respective Source Warehouse, where stock of item is available 
3. For an item, select "Stock Adjustment" as a Difference Account. 
On submission of this Stock Entry, the item in question will be completely stock-out from your Warehouse. Also, the item's valuation will be 
debited in the Stock Adjustment Account. 
Adding Item as Fixed Asset Item_ 
1. Create a New Asset from Assets > New 
2. In the Asset master, select Item and enter relevant details 
3. Select "Is Existing Asset" as Yes. 
And then again, to update fixed asset account, you have to pass a Journal Entry where you can debit the Fixed Asset account and credit the 


Stock adjustment account. 
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Buying 


If your business involves physical goods, buying is one of your core business activities. Your suppliers are as important as your customers 
and they must be provided with accurate information. 
Buying the right quantities in right amounts can affect your cash flow and profitability positively. ERP contains a set of transactions that will 


make your buying process as efficient and seamless as possible. 


REQUEST FOR QUOTATION 


A Request for Quotation is a document that an organization sends to one or more suppliers asking a quotation for items. 


Purchase Receipt 


Purchase Invoice 


Material Request Purchase Order 


Payment Entry 


Payment Entry 


f : 
Request for Quotation tadvence) 


Supplier Quotation 


To access Request for Quotation, go to: 
Home > Buying > Purchasing > Request for Quotation 
1. Prerequisites" 


Before creating and using a Request for Quotation, it is advised that you create the following first: 


e Supplier 
e Item 


2. How to create a Request For Quotation_ 


Go to the Request For Quotation list, click on New. 


2. Enter the date. 

3. Choose the Supplier to whom the Request for Quotation is to be sent. 

4. In the next table, enter items, quantity and the target warehouse where you'll be sending the items. 
5. | Warehouse can be left blank if ‘Maintain Stock’ is unticked for the item. 

6. Save and submit. 
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B > Buying > Request for Quotation » PUR-RFQ-2021-00001 


PUR-RFQ-2021-00001 .- drat 


@ Attachments 


Q Search or type a command (Ctrl + G) ray Help» PR 


Get Items From : Tools > < > & 


Company * Date * 
Attach File + 1 . 
Unico Plastics Inc. 30-07-2021 
vy Reviews 
iiitaleli as Status * 
+ 
Draft 
4 Shared With 
+ 
Suppliers 
D Tags 
a No. Supplier Contact Email Id Send Email 
Add a tag 
1 Metal miners Ross-Metal miners @ Edit 
Add Row 
o- te) FOLLOW 


A Request for Quotation (RFQ) can also be created from a submitted Material Request. Once an RFQ is created, you can print and send 
suppliers the PDF which will have all the details you entered relevant to the RFQ. You can also get their reply (Supplier Quotation) in ERP 


itself, see section 4.1 Supplier Quotation by User. However, for a large number of items, your supplier may be more comfortable with an 


Excel sheet, etc. 
3. Features_ 
3.1 Get items from_ 
The items in the items table can be fetched from other documents. The options are: Material Request, Opportunity, and Possible Supplier. 
e@ Material Request: Items will be fetched from a submitted Material Request that you select. A Material Request can be searched 
with some matching words and a date range can also be selected to filter the Material Requests. 
@ = Opportunity: Items will be fetched from a saved Opportunity. A date range can be selected here also. 


e Possible Supplier: Select a possible supplier. Then if you have any submitted Material Requests against this supplier, items can 


be fetched from that. 


B > Buying > Request for Quotation >» PUR-RFQ 


Q Search or type a command (Ctrl + G) G Help» PR 


= PUR-RFQ-2021-00001 : brat 


Get Items From : Tools > < >|} aii 


Material Request 


& Assigned To 
Submit this document to confirm 
+ Opportunity 


@ Attachments Possible Supplier 
Company * Date * 


3.2 Get Suppliers 
Instead of entering the suppliers manually in the table, you can also fetch them using the 'Get Suppliers’ button. When you click on Tools > 
Get Suppliers, you will see the field ‘Get Suppliers By’. There are two options to fetch suppliers: By Tag or By Group. 
e By tag: Go to 'Tag Category' via searching from the search bar. You must have created tags here first and assigned them to a 
Supplier in the Buying module. Then you can select 'By Tag’. On clicking Add ‘All Suppliers’, suppliers with matching tags will be 
fetched. 


e@ By Group: Select ‘Supplier Group’ and choose the supplier group from which suppliers need to be added. For example, if you 


select Hardware, all your hardware suppliers will be added so that you can get a quote from all of them. 
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Get Suppliers 


Get Suppliers By * 


upplier Group 
Tag 


In the Supplier table, on expanding a row with the inverted triangle, you'll see an option ‘Download PDF' which will open a PDF of the RFQ. 
3.3 Link to Material Requests:_ 
When you click on Tools > Link to Material Requests, it links the Request for Quotation to available Material Requests. The items should 


be the same in the Request for Quotation and the Material Request. 


*® Message 


Assigning MAT-MR-2021-00006 to Iron raw s1 (row 1) 


Now, when the Request for Quotation is saved, you can see in the Dashboard that it is linked to the Material Request. If there are multiple 


Material Requests with the same items, then the link will be created with the newest Material Request. 
3.4 Email Preview_ 
In the ‘Email Details’ section, of a Draft Request for Quotation, there is a provision to build and preview your email to be sent to the 


Supplier. 


B > Buying > Request for Quotation >» PUR-RFQ-2021-00002 Q Search or type a command (Ctrl + G) Q Help v PR 


= PUR-RFQ-2021-00002 .- pratt 


Get Items From > Tools > < > 8 


Email Details 


Salutation Email Template 


To RFQ 
Select a greeting for the receiver. E.g. Mr., Ms., etc. 
Preview Email 
Subject 
Request for quotation from Unico Plastics 
Message for Supplier * 
Normal : BIUsz% A 9 <P ® & HS = See Table + 


Hey Ross, 
Please submit your best possible rates for the items. 
To submit your quote, click on the following button: 


Regards, 
Brian from Unico 


Enter any additional messages for the Supplier in the 'Message for Supplier’ field. This field can be auto-filled using the ‘Email Template’ 
field. 
A salutation can be added and the ‘Subject’ field can be changed as well. Once done, you can click on the ‘Preview Email’ button and see a 


preview of the email which will be sent. 
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3.5 Terms and Conditions_ 


and Conditions, click here 
3.6 Print Settings 


Letterhead_ 


Print Headings 


4.1 Supplier Quotation by User_ 


& Assigned To 


B > Buying > Request for Quotation >» PUR-RFQ-2021-00002 


= PUR-RFQ-2021-00002 . submittea 


Preview Email 


Supplier * Subject 


Metal miners Request for quotation from Unico 
Plastics 


Request for Quotation 


To Metal miners, 


Hey Ross, 


Please submit your best possible rates for the items. 


The Request for Quotation can be accessed by clicking on the following button: 
Submit your Quotation 


Regards, 
Prasad R 


This is a preview of the email to be sent. A PDF of the document will automatically be 
attached with the email. 


In Sales/Purchase transactions, there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 


Customer. You can apply the Terms and Conditions to transactions and they will appear when printing the document. To know about Terms 


You can print your request for quotation/purchase order on your company's letterhead. Know more here. 


‘Group same items’ will group the same items added multiple times in the items table. This can be seen when you print it. 
Titles of your documents can be changed. Know more here. 
4. Creating a Supplier Quotation after RFQ. 


After creation of Request for Quotation, there are two ways to generate Supplier Quotation from Request for Quotation. 


1. Open Request for Quotation and click on Supplier Quotation > Create. 


Connections ~ 


Q Search or type a command (Ctrl + G) Qa Help» PR 


> a Cancel 


Supplier Quotation 


+ 
@ Attachments Supplier Quotation 
Attach File + 
2. Select the Supplier, click on the supplier again. In this page, click on the + next to ‘Supplier Quotation’. A new Supplier Quotation 
page will be opened, user has to enter the quantity, rate and submit it. 
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B > Buying > Supplier > Metal miners Q Search or type a command (Ctrl + G) Q Helpy PR 


= Metal miners - Enabled View > Create > Cl] > | Bp 


Overview «~ 


M I ] i MAY JUN JUL AUG sep oct Nov DEC JAN FEB MAR APR MAY 


2. Assigned To 


+ 


This is based on transactions against this Supplier. See timeline below for details 
@ Attachments 


Attach File + 
vy Reviews Connections ~ 
+ Procurement Orders Payments 
& Shared With © Request for Quotation 1 - Purchase Order a Payment Entry + 
+ Purchase Receipt + Bank Account + 
® Tags Purchase Invoice + 


4.2 Supplier Quotation from Supplier_ 


1. If a Contact is created for the Supplier and an email address is associated with the Contact, the Contact details and the email 


address will be fetched on selecting the Supplier. Create a Contact and email address if not present already. 
2. — Click on Tools > Send Emails to Suppliers. 
If the Supplier's account is not present: The system will create the Supplier's account and send details to the Supplier. The Supplier will 
need to click on the link (Password Update) present in the email. After the password update, the Supplier can access their portal with the 


‘Request for Quotation’ form. The Supplier will be created as a Website User. 


Request for Quotation 


To Metal miners, 
Hey Ross, 


Please submit your best possible rates for the items. 


The Request for Quotation can be accessed by clicking on the following button: 


Submit your Quotation 


Regards, 
Prasad R 


Please click on the following button to set your new password: 


Update Password 


If Supplier's account is present: The system will send a Request for Quotation link to the Supplier. The Supplier must log in using his 
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credentials to view the Request for Quotation form on the portal. 
Request for Quotation 


To Metal miners, 
Hey Ross, 


Please submit your best possible rates for the items. 


The Request for Quotation can be accessed by clicking on the following button: 


Submit your Quotation 


Regards, 
Prasad R 


Unico Plastics Inc. 
Leave this conversation 
Sent via ERPNext 


BEQUEST 8O@ QUOTATION 


Gj PuR-RFQ-2021-00... 4 


3. Either way, when the Supplier logs in, the following screen will be shown to them. From here they can send you a quotation: 
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4. 


Unico Plastics Inc. 


Projects 


Request for 
Quotations 


Supplier Quotation 
Purchase Orders 
Purchase Invoices 
Addresses 
Newsletter 


Appointment Booking 


My Account 


quotations will be visible. 
On submission, ERP will create a Supplier Quotation (draft mode) against the Supplier. The user has to review the Supplier 


Quotation and submit it. When all the items from the Request for Quotation have been quoted by a Supplier, the quote status is 


Contact Blog Products 


Request for Quotation / PUR-RFQ-2021-00007 


PUR-RFQ-2021-00007 


Metal miners 

Items 
Iron raw s1 
Iron raw s1 
Copper wire 
Copper wire 

Notes: 


Full payment before shipping 


Qty Rate 
10 15.00 
UOM:kg 
300 6.00 
UOM:Meter 
Grand Total 


The Supplier has to enter the amount and notes (payment terms) on the form and click on Submit. In the Quotations section, previous 


updated to ‘Received’ in the ‘Suppliers’ table of the Request for Quotation. 


Editing Row #1 


Supplier * 


Metal miners 


Contact 


Jan-Metal miners 


Quote Status 


Received 


@ Shortcuts: ctri+Up . Ctri+Down . ESC 


Read Supplier Quotation to know more. 


Supplier Name 


Metal miners 


Email Id 


jan@example.com 


©@ Send Email 


Email Sent 


Mm 


05-26-2021 


Amount 


$ 150.00 


$ 1,800.00 


$ 1,950.00 


Insert Below 
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PURCHASE ORDER 


A Purchase Order is a binding contract with your Supplier that you promise to buy a set of items under given conditions. 
It is similar to a Sales Order but instead of sending it to an external party, you keep it for internal records. 


Home > Buying > Purchasing > Purchase Order 


Purchase Receipt 


Purchase Invoice 


Material Request 


Purchase Order 


Payment Entry 
(Advance) 


Payment Entry 


Request for Quotation 


Supplier Quotation 


1. Prerequisites" 


Before creating and using a Purchase Order, it is advised that you create the following first: 


e Supplier 
e Item 


2. How to create a Purchase Order_ 
A Purchase Order can be automatically created from a Material Request or Supplier Quotation. 
1. Go to the Purchase Order list, click on New. 
Select the Supplier, required by date. 
In the items table, select the item by code, you can change the required by date for each item. 


2 
3 
4. Set the quantity and the price will be fetched automatically if set in the Item master. 
5. Set taxes. 

6 


Save and Submit. 
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done: 


1. 


2 
3: 
4 


| E | Buying 


Turpis Limited © To Receive and Bill 


You edited this 


2 minutes ago 


You created this 


2 minutes ago 


44.4MB (0%) used 


2.1 Setting Warehouses" 


Set Target Warehouse: Optionally, you can set the default target Warehouse where the purchased Items will be delivered. This 


Supplier 
Arcu Vel Quam Fabricators 


Supply Raw Materials 


ADDRESS AND CONTACT 


CURRENCY AND PRICE LIST 


Item Code 
S| 1 @ HAWT 


2 @VAWT 


Total (Company Currency) 


$ 40,000.00 


Net Total (Company Currency) 


$ 40,000.00 


Taxes and Charges 


GST 


will be fetched into the Item table rows. 


Requests containing Items for which the default Supplier is the same as the one selected in the Purchase Order. On selecting the 


Material Requests and clicking on Get Items, the Items will be fetched from the Material Requests. 


2.2 Fetching Items from Open Material Requests_ 


Select a Supplier in the Purchase Order. 


Item Name 


Horizontal Axis Wind Turbines 


Vertical Axis Wind Turbines 


Set default Supplier in the Item form under Item Defaults. 


A Material Request needs to be present of type ‘Purchase’. 


Q a Michael Corleone + Help ~ | 20+ | 


Date 


12-30-2015 


Amended From 


PO-00051 


Company 


Genco Pura Olive Oil Company 


Quantity Rate (USD) 
10 $ 3,000.00 
5 $ 2,000.00 
Total 
$ 40,000.00 
Net Total 
$ 40,000.00 


Items can be fetched into the Purchase Order automatically from open Material Requests. For this to work, the following steps need to be 


Click on the Get Items from open Material Requests button below the Supplier name. Now a dialog will appear with Material 


PO-00051-1 & Menuw~ Cancel 


Amount (USD) 


$ 30,000.00 


$ 10,000.00 
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Select Material Requests 


Required By Status 


No filters selected 


+ Add a Filter Clear Filters 


Name Schedule Date Status 
MAT-MR-2021-00007 =—2021-09-01 Pending 


MAT-MR-2021-00006 2021-07-30 Pending 


Make Material Request | Get items | 


Note: The Get Items from Open Material Requests button is visible as long as the Items table is empty. 
3. Features_ 
3.1 Address and Contact_ 
e@ Select Supplier Address: The Supplier's billing address. 
e Select Shipping Address: The Supplier's shipping address from which they'll be sending the items. 
e = Address, Shipping Address, Contact, Contact Email will be fetched if saved in the Supplier master. 
3.2 Currency and Price List_ 
You can set the currency in which the purchase order is to be stored. If you set a Pricing List, then the item prices will be fetched from that 
list. Ticking on Ignore Pricing Rule will ignore the Pricing Rules set in Accounts > Pricing Rule. 


Read about Price Lists and Multi-Currency Transactions to know more. 


3.3 Subcontracting or ‘Supply Raw Materials’. 

Setting ‘Supply Raw Materials’ option is useful for subcontracting where you provide the raw materials for manufacturing an item. To know 
more, visit the Subcontracting page. 

3.4 The Items table_ 


e@ Scan Barcode: You can add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read 


documentation for tracking items using barcode to know more. 


@ Quantity and Rate: When you select the Item code, it's name, description, and UOM will be fetched. The 'UOM Conversion 
Factor’ is set to 1 by default, you can change it depending on the UOM received from the seller, more in the next section. 
‘Price List Rate’ will be fetched if a Standard Buying rate is set. ‘Last Purchase Rate’ shows the rate of the item from your last Purchase Order. 
Rate is fetched if set in the item master. You can attach an Item Tax Template to apply a specific tax rate to the item. 
e Item weights will be fetched if set in the Item master else enter manually. 
e@ Warehouse: The warehouse where the items will be delivered, will be auto-filled if ‘Set Target Warehouse’ was set in the Purchase 
Order. Via Blanket Order, a Blanket Order can be linked, to know more click here. A ‘Project’ can be linked to track progress. A 
‘BOM' or Bill of Materials can also be linked to track progress. 
e = 'Qty as per Stock UOM' will show the current stock as per the UOM set in the Item master. ‘Received Qty’ will be updated when 
the items are billed. 
e  ~=Accounting Details: This section is autofilled for a Purchase Order. ‘Expense Account’ is the account against which the PO is 


billed and Cost Center is the CC against which the PO is charged. 


il oY P.O.Box 128448, Dubai, United Arab Emirates 
mAN ENERGY - 419 - man.energy 800696 000666 


A “Required By” date on each Item: If you are expecting part delivery, your Supplier will know how much quantity to deliver at which 
date. This will help you from preventing over-supply. It will also help you to track how well your Supplier is doing on timeliness. 
Allow Zero Valuation Rate: Ticking on ‘Allow Zero Valuation Rate’ will allow submitting the Purchase Receipt even if the Valuation Rate of 
the Item is 0. This can be a sample item or due to a mutual understanding with your Supplier. 
3.6 Raw Materials Supplied_ 
This section appears when ‘Supply Raw Materials’ supplied is set to 'Yes'. This section shows a table with the Items to be supplied to the 
Supplier for the subcontracting process. 

e@ Set Reserve Warehouse: When Subcontracting, the raw materials can be reserved in a separate Warehouse. On selecting the 

Reserved Warehouse here, it'll be fetched into Item rows of the Raw Materials Supplied table. 

Supplied Items Table_ 

e@ =Required Quantity: The count of Items required to complete the subcontracting as specified in the BOM. 

e Supplied Quantity: This will be updated when you create Stock Entries to transfer materials to Supplier Warehouse from the 


Reserve Warehouse using the Transfer button. 


B > Buying > Purchase Order >» PUR-ORD-2021-00003 Q Search or type a command (Ctrl + G) QO Help v PR 


= RK chemicals  .- 1 Receive and Bill Update Items Status ¢ Transfer > « > =e Cancel 
& Assigned To 
fi Connections ~ 

Related Payment Reference 


@ Attachments 


Purchase Receipt SF Payment Entry + Material Request 


Attach File + 
Purchase Invoice + Journal Entry + Supplier Quotation 
vw Reviews 
Project 
+ 


Auto Repeat + 
& Shared With 


+ Sub-contracting 
Stock Entry + 
® Tags hk 
Add a tag 
Supplier * Date * 
0: Qo FOLLOW RK chemicals 04-29-2021 
You edited this Required By 
ori 05-29-2021 


You created this 


3.7 Purchase UOM and Stock UOM Conversion_ 
You can change your UOM as per your stock requirements in the Purchase Order. 
For example, If you have bought your raw material in large quantities with UOM - boxes, and wish to stock them in UOM - Nos; you can 
do so while making your Purchase Order. 
1. Store UOM as Nos in the Item master. Note that the UOM in the Item master is the stock UOM. 
2. In the Purchase Order mention UOM as Box. (Since material arrives in Boxes) 


3. In the Warehouse and Reference section, the UOM will be pulled in as Nos (from the Item form): 


Quantity and Rate 


Quantity * UOM * 
300.000 Yard 
Stock UOM * UOM Conversion Factor * 


Meter 0.914 


4. Mention the UOM conversion factor. For example, (1); If one box has 1 kilo. 


5. Notice that the stock quantity will be updated accordingly. 
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Quantity and Rate 


Quantity * UOM * 
300.000 Yard 

Stock UOM * UOM Conversion Factor * 
Meter 0.914 


Qty in Stock UOM 
274.200 


3.8 Taxes and Charges_ 


If your Supplier is going to charge you additional taxes or charge like a shipping or insurance charge, you can add it here. It will help you 
to accurately track your costs. Also, if some of these charges add to the value of the product you will have to mention them in the Taxes 
table. 


Visit the Purchase Taxes and Charges Template page to know more about taxes. 


The total taxes and charges will be displayed below the table. 

To add taxes automatically via a Tax Category, visit this page. 

Make sure to mark all your taxes in the Taxes and Charges table correctly for an accurate valuation. 

Shipping Rule_ 

A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 


the Shipping Rule page. 


BY > Buying > Purchase Order » PUR-ORD-2021-00007 Q Search or type a command (Ctrl + G) OQ Help» PR 


= Metal miners. - drat Get Items From : Tools = < > eo f submit] 


Purchase Taxes and Charges Template 


US ST 6% - UP 


Purchase Taxes and Charges 


No. Type Account Head Rate Amount Total 
1 On Net Total ST 6% - UP 6 $ 28.80 $ 508.80 @ Edit 
Add Row 


Tax Breakup v 


Taxes and Charges 


Taxes and Charges Added (USD) 


$ 28.80 


Total Taxes and Charges (USD) 


$ 28.80 


For example, you buy Items worth X and sell them for 1.3X. So your Customer pays 1.3 times the tax you pay your Supplier. Since you have 
already paid tax to your Supplier for X, what you owe your government is only the tax on 0.3X. 

This is very easy to track in ERP since each tax head is also an Account. Ideally you must create two Accounts for each type of VAT you pay 
and collect, “Purchase VAT-X” (asset) and “Sales VAT-X” (liability), or something to that effect. 

3.9 Additional Discount_ 

Other than recording discount per item, you can add a discount to the whole purchase order in this section. This discount could be based 
on the Grand Total i.e., post tax/charges or Net total i.e., pre tax/charges. The additional discount can be applied as a percentage or an 
amount. 


Read Applying Discount for more details. 
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3.10 Payment Terms_ 
Sometimes payment is not done all at once. Depending on the agreement, half of the payment may be made before shipment and the 
other half after receiving the goods/services. You can add a Payment Terms template or add the terms manually in this section. 
Read Payment Terms to know more. 
3.11 Terms and Conditions_ 
In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 
Customer. You can apply the Terms and Conditions to transactions to transactions and they will appear when printing the document. To 
know about Terms and Conditions, click here 
3.12 Print Settings | 
Letterhead_ 
You can print your request for quotation / purchase order on your company's letterhead. Know more here. 
‘Group same items’ will group the same items added multiple times in the items table. This can be seen when your print. 
Print Headings 
Titles of your documents can be changed. Know more here. 
The seller's Additional Discount, Payment Terms, Terms and Conditions can be recorded in your Purchase Order. 
3.13 More Information_ 
This section shows the status of the Purchase Order, percentage of items received, and percentage of items billed. If this is an Inter Company 
Order, the Sales Order can be linked here. 
3.14 After Submitting 
Once you “Submit” your Purchase Order, you can trigger actions these actions: 
e You can Add, Update, Delete items in the Purchase Order by clicking on the Update Items button. However you cannot delete 
items which has already been received. 
e@ = Status: Once submitted, you can hold a Purchase Order or Close it. 
@ Create: From a submitted Purchase Order, you can create the following: 
e Purchase Receipt - A receipt indicating you've received the items. 
e Purchase Invoice - An invoice/bill for the purchase order. 
e Payment Entry - A payment entry indicates that payment has been made against a purchase order. 


e@ = Journal Entry - A Journal Entry is recorded in the general ledger. 


B > Buying > Purchase Order >» PUR-ORD-2021-00006 Q Search or type a command (Ctrl + G) Q Help v PR 


Metal miners. - to Receive ana Bill Update Items Status ¢ < > oe Cancel 


Purchase Receipt 


& Assigned To 
+ Connections ~ Purchase Invoice 
‘ Related Payment Refe: 
@ Attachments y' Payment 
Purchase Receipt + Payment Entry + 
Attach File + P z 2 Payment Request 
Purchase Invoice + Journal Entry + 
vw Reviews Subscription 
Proje. 
+ 
Auto Repeat ir 
& Shared With 
+ Sub-contracting 
Stock Entry 


® Tags 


Add a tag 
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PURCHASE TAXES AND CHARGES TEMPLATE 


Purchase Taxes and Charges may be applied to any item you buy. 
The Purchase Taxes and Charges Template is similar to the Sales Taxes and Charges Template. The templates created from this form can 
be used in Purchase Orders and Purchase Invoices for internal records. 
For Tax Accounts that you want to use in the tax templates, you must set the Account Type field as ‘Tax’ for that particular account. 
To access Purchase Taxes and Charges Template, go to: 
Home > Buying > Settings > Purchase Taxes and Charges Template 
1. How to add Purchase Taxes/Charges via a template_ 
Before creating a new template, note that templates are already created for many of the commonly used taxes. 
1. Click on New. 
2. — Enter a title name for the Tax. 
3. Under type, set on what the tax will be calculated and the tax rate. There are five options under type for which tax will be calculated. 
1. Actual: On the actual amount of each item. 
2. On Net Total: On the grand total of all the items. 
3. On Previous Row Amourt: This is for compounding the charges. For example, cess charges over the amount to which 
tax was already applied in the previous row. 
4. On Previous Row Total: Same as above but applied on the total bill and not just the amount of an item. 
4. Select an account head which has pre set tax rates or create your own. 


5. Selecting default will apply this template by default for new Purchase transactions. 


6. Save. 
B > Accounting > Purchase Taxes and Charges Template > US special tax 10% - UP Q Search or type a command (Ctrl + G) Q Help v PR 
US special tax 10% - UP ~ Enabiea <lf>lall{- Save 
& Assigned To 
+ Connections ~ 
@ Attachments 
Attach File + Title * Company * 
US special tax 10% Unico Plastics Inc. 
wy Reviews 
+ Default Tax Category 
> Disabled 
Shared With 
+ 
Tags Purchase Taxes and Charges 
Add a tag 
No Type Account Head Rate Amount Total 
1 On Net Total ST 6% - UP 6 $ 0.00 $0.00 @ Edit 
0-Q0 FOLLOW 2 On Net Total ST 4% - UP 4 $0.00 $0.00 2 Edit 
Add Row 


You edited t 


Is Inter State: For UAE. On selection of a customer in Sales Invoice or Delivery Note, if the GST codes of place of supply and customer 
shipping address don't match, the template with ‘Is Inter State’ ticked will be set as the taxes template. If the place of supply and shipping 
address are the same, the default taxes template will be applied. This also applies to Purchase Invoice, on selection of Supplier, the templates 
are set depending on the addresses. For example, IGST. 

2. Features_ 

2.1 Purchase Taxes and Charges table_ 


e@ Consider Tax or Charge for: Total - for the total of all items. Valuation - for each item. Valuation and total - apply tax/charge 


to both. Check out this article to know the difference. 
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e = Add or Deduct: Whether you want to add or deduct the tax from the item. 
e Reference Row #: If tax is based on "Previous Row Total" you can select the row number which will be taken as a base for this 


calculation (default is the previous row). 


Editing Row #2 Insert Below InsertAbove Duplicate Move v 


Consider Tax or Charge for * Account Head * 


Total ST 4% - UP 


Add or Deduct * Description * 


Add ST 4% 


Type * 


On Previous Row Amount 


Reference Row # 


Is this Tax included in Basic Rate? 


If checked, the tax amount will be considered as already included in the Print 
Rate / Print Amount 


e Is this Tax included in Basic Rate?: If checked, the tax amount will be considered as already included in the Print Rate / Print 
Amount. 

e Account Head: The Account ledger under which this tax will be booked. If you select VAT or any other preset heads, the rate will 
be automatically filled. 

e = Cost Center: If the tax/charge is an income (like shipping) or expense it needs to be booked against a Cost Center. 

e@ Description: Description of the tax (that will be printed in invoices/quotes). 

e@ Rate: The Tax rate, eg: 14 = 14% tax. 


e@ = Amount: The Tax amount to be applied, eg: 100.00 = 2100 tax. 


SUPPLIER 


Suppliers are companies or individuals who provide you with products or services. 
To access the Supplier list, go to: 
Home > Buying > Supplier > Supplier 
1. How to create a Supplier_ 
1 Go to the Supplier list and click on New. 
2 Enter a name for the supplier. 
3. Select the supplier group whether Pharmaceutical, Hardware etc. 
4 


Save. 
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Allow Purchase Invoice Creation Without Purchase Receipt 


Is IRS 1099 reporting required for supplier? Disabled 
Tax Category Warn RFQs 
Warn POs 


The options to Warn RFQs, POs, Prevent RFQs, POs will be available once you create a Supplier Scorecard and transactions are made. 
2. Features_ 
Fields in future transactions will be auto-populated if the ‘Default’ fields like Default Bank Account, Default Payment Terms Template etc., 
are set in Supplier. 
2.1 Tax details_ 
e  ~=Country: If the supplier is from another country, you can change it here. 
e@ = Tax ID: Tax identification number of the supplier. 
e = Tax Category: This is linked to Tax Rule. If a Tax Category is set here, when you select this supplier, the respective Purchase Tax 
and Charges template will be applied. This template is linked to the Tax Rule and the Tax Rule is linked with a Tax Category. Tax 
Category can be used to group suppliers to whom same tax will be applied. For example: Government, commercial, etc,. 
e@ Print Language: The language in which the document will be printed. 
e@ Tax Withholding Category: For UAE, TDS category for the Supplier. On setting a category here, it will be fetched into 


the Purchase Invoice. For more information, visit the Tax Withholding Category page. 


@ Disabled: Disables the Supplier and they won't be shown in the Supplier List. 
e Is Transporter: If the supplier is selling your transport services, tick this box. 'GST Transporter ID’ field will be visible if this field is 
ticked. 
e Internal Supplier: If the supplier is from a sister or parent/child company, tick this field and select the company which they 
represent. 
For UAE: 
e@ GST Category: Select a GST Category of the supplier. 
e@ PAN: For UAE, PAN (Permanent Account Number) card details of the Supplier. 
2.2 Allow creation of Purchase Invoice without Purchase Order and Purchase Receipt_ 
If the "Purchase Order Required" or "Purchase Receipt Required” option is configured as "Yes" in Buying Settings, it can be overridden for 
a particular supplier by enabling the "Allow Purchase Invoice Creation Without Purchase Order" or "Allow Purchase Invoice Creation Without 


Purchase Receipt" in the Supplier Master. 
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B > Buying > Supplier > new-supplier-1 Q Search or type a command (Ctrl + G) Q Help 
New Supplier * Not Saved Sav 
Name and Type 
Supplier Name * Supplier Group * 
ALS chemicals Raw Material 
Country Supplier Type * 
United States Company . 
Default Company Bank Account PAN 
Tax ID Allow Purchase Invoice Creation Without Purchase Order 


PR 


&, Assigned To 


+ 


@ Attachments 


Attach File 


w Reviews 


+ 


& Shared With 


+ 


D Tags 


Add a tag 


Ac 


2, Assigned To 


+ 


@ Attachments 


Attach File 


w Reviews 


+ 


& Shared With 


~ 


® Tags 


Add a tag 


= ALS chemicals 


= ALS chemicals 


Pricing > Item Price. 


2.4 Credit Limit_ 


B > Buying > Supplier >» ALS chemicals 


* Enabled 


Name and Type 


Supplier Name * 


ALS chemicals 


Country 


United States 


Default Company Bank Account 


Tax ID 


Is IRS 1099 reporting required for supplier? 


2.3 Currency and Price List_ 


B > Buying > Supplier >» ALS chemicals 


* Enabled 


Overview v 


Connections ~ 


Procurement 


Request for Quotation + 


Supplier Quotation + 


Pricing 


Pricing Rule ar 


Name and Type 


Supplier Name * 


ALS chemicals 


transactions. 


The hold types are as follows: 


Orders 


Purchase Order 
Purchase Receipt 


Purchase Invoice 


Billing Currency: Your supplier's currency can be different from your company currency. If you choose JPY for a supplier, then the currency 


will be filled as JPY and the exchange rate shown for future purchase transactions. 


+ 


+ 


Each Supplier can have a default Price List so that every time you buy a new item from this supplier for different prices, the price list 


associated with the supplier would be updated as well. Under the price list comes item price, you can see the prices in Buying > Items and 


If you select this particular supplier, then the associated Price List will be fetched in Purchase transactions. 


e Default Payment Terms Template: If a Payment Terms template is set here, it'll be automatically selected for future purchase 


e Block Supplier: You can block invoices, payments or both from a supplier till specific date. Choose ‘Hold Type’, if you do not 


select a hold type, ERP will set it to "All". When a supplier is blocked, their status will be shown as ‘On Hold’. 


Invoices: ERP will not allow Purchase Invoices or Purchase Orders to be created for the supplier 


Payments: ERP will not allow Payment Entries to be created for the Supplier 


Q Search or type a command (Ctrl + G) ray Help v PR 


View > Create : < > 8 


Supplier Group * 


Raw Material 


Supplier Type * 


Company 


PAN 


Allow Purchase Invoice Creation Without Purchase Order 


Allow Purchase Invoice Creation Without Purchase Receipt 


Disabled 


Q Search or type a command (Ctri + G) Q Help v PR 


View > Create > < > 8 


Payments 


Payment Entry + 


Bank Account cr 


Supplier Group * 


Raw Material 
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e@ All: ERP will apply both hold types above 
If you do not set a release date, ERP will hold the Supplier indefinitely. 
2.5 Default Payable Accounts_ 
Add the default account from which invoices against this supplier will be paid. Add additional rows for more companies, you can select only 
one account per company. 
You can integrate a supplier with an account. For all Suppliers, "Creditor" account is set as the default payable Account. When Purchase 
Invoice is created, payable towards the supplier is booked against "Creditors" account. 
If you want to customize payable account for the Supplier, you should first add a payable Account in the Chart of Account, and then select 


that Payable Account in the Supplier master. 


B > Buying > Supplier >» ALS chemicals Q Search or type a command (Ctrl + G) a Help v PR 
ALS chemicals. - not Savea View > Create > < > Ali Save 
Accounts 
Mention if non-standard payable account 
No Company Account 
1 Unico Plastics Inc. | 2 Edit 
Add Row Creditors - UP 


Filters applied for Account Type = Payable, Company = U... 
More Information v + Create anew Account 


Q Advanced Search 


If you don't want to customize payable account, and proceed with default payable account "Creditor", then do not update any value in the 
Default Supplier Account's table. 

Tip: Default Payable Account is set in the Company master. If you want to set another account as Account as default for payable instead of 
Creditors Account, go to Company master, and set that account as "Default Payable Account". 

Depending on your plan, you can add multiple companies in your ERP instance. One Supplier can be used across multiple companies. In 
this case, you should define Company-wise Payable Account for the Supplier in the "Default Payable Accounts" table, i.e, add multiple rows. 
2.6 More Information_ 

You can add the supplier's website and any additional details about your supplier in this section. If you freeze a supplier with the ‘Is Frozen’ 
option, accounting entries for the supplier will be frozen. In this case the only user whose entries will surpass the ‘freeze’ is the role assigned 
in ‘Role Allowed to Set Frozen Accounts & Edit Frozen Entries' in Accounting > Settings > Accounts Settings. This is useful when the supplier's 
name or bank details are being amended. 

2.7 Address and Contacts_ 

Contacts and Addresses in ERP are stored separately so that you can create multiple Contacts and Addresses for one Supplier. Once Supplier 


is saved, you will find the option to create Contact and Address for that Supplier. 
B > Buying > Supplier >» RK chemicals Q Search or type a command (Ctrl + G) ray Help v PR 


RK chemicals - Enabiea View > Create > < > Ali Save 


Address and Contacts 


1. RK billing (Billing) Edit Jaden Smith Edit 


223, gem street 
Block 12 
New York City, 


Phone: 0021204 (Primary 
Phone: +12 9877442 


Email: jaden@example.com (Primary) 
New Address 


New Contact 
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Tip: When you select a Supplier in any transaction, Contact for which "Is Primary" field id checked, it will auto-fetch with the Supplier details. 


2.8 After saving 
Once all the necessary details are filled, save the document. On saving, options to create the following will be seen in the Dashboard: 
e Request for Quotation: An RFQ against this supplier. 
e Supplier Quotation: Any quotations that the supplier has sent you and you have submitted into the system. 
e@ Purchase Order: Purchase Orders you've made against this supplier. 
e@ Purchase Receipt: Purchase receipts given by this supplier that you've saved in the system. 
e@ Purchase Invoice: Purchase Invoices you've made against this supplier. 
@ Payment Entry: Payment Entries for the Purchase Invoices against this supplier. 


e@ Pricing Rule: Any Pricing Rules linked with this supplier. See section 22 Currency and Price List to know how it works. 


B > Buying > Supplier > RK chemicals Q Search or type a command (Ctrl + G) Q Help» PR 


= RK chemicals ~ cnabiea View > Create > < > @ 


Accounting Ledger 


Overview ~v Accounts Payable 


Connections ~ 


RC 


Procurement Orders Payments 
2, Assigned To Request for Quotation So ©) Purchase Order 3: + Payment Entry + 
+ Supplier Quotation tp ©) Purchase Receipt 4 + Bank Account “0 


By clicking on the View button, you can view the Accounting Ledger or Accounts Payable directly for this supplier. 


There's a button to 'Send GST Update Reminder’ to the supplier. You need to have a default email account setup first. 


SUPPLIER QUOTATION 


A Supplier Quotation is document by a potential supplier specifying the cost of goods or services they'll provide within a specified 
period. 
A Supplier Quotation may also contain terms of sale, terms of payment, and warranties. Acceptance of quotation by the buyer can be 


considered as an agreement binding on both parties. 


Purchase Receipt 


Material Request Purchase Order 


Purchase Invoice Payment Entry 


Payment Entry 


Request for Quotation 
q * (Advance) 


Supplier Quotation 


To access Supplier Quotation, go to: 
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Home > Buying > Purchasing > Supplier Quotation 
1. Prerequisites" 


Before creating and using a Supplier Quotation, it is advised that you create the following first: 


e Supplier 
e Item 


2. How to create a Supplier Quotation_ 


2.1 Supplier Quotation from Material Request_ 


You can make a supplier quotation from a Material 
Request: 
B > Stock > Material Request >» MAT-MR-2021-00007 Q Search or type a command (Ctri + G) Q Help v PR 


= Purchase Request for Iron raw s1, Copper wire - Pending Stp < > @ “Cancel 


. Purchase Order 
& Assigned To 


+ Connections ~ Request for Quotation 
= Reference Stock 
@ Attachments 
Request for Quotation + Stock Entr 
Attach File + 3 Lu 
Supplier Quotation Purchase Receipt 
vw Reviews 
7 Purchase Order ar Pick List 
Or: 


A Supplier Quotation can be created from a Supplier master. 
Or: 


The supplier can submit you a quotation himself via ERP. To know more about this, see section visit the Request for Quotation page. 


2.2 Creating a Supplier Quotation manually_ 
1. You can also make a Supplier Quotation directly from: 
Buying > Purchasing > Supplier Quotation > New. 
2. Select the Supplier who sent you the quotation. 
3. The Address and Contact will be fetched if you've saved it in the supplier master. 
4. Enter the Item code, select the quantity. Rate will be fetched if you've set the Standard Buying rate for the item in Item 


Price. 


B > Buying >» Supplier Quotation >» PUR-SQTN-2021-00002 Q Search or type a command (Ctrl + G) Q 


= Metal miners - pratt GetitemsFrom > Tools: <¢ >» @ 


Currency and Price List ~ 
Metal miners edited this 


2 hours ago 


Metal miners created this 


2 hours ago Items 
No Item Code Quantity UOM Rate Amount 
1 Iron raw s1 10 Kg $15.00 $ 150.00 
2 Copper wire 300 Meter $6.00 $ 1,800.00 
Add Multiple Add Row Download 
Total Quantity Total (USD) 
310 $ 1,950.00 


Total Net Weight 


0 


Help PR 


@ Edit 
@ Edjt 


Upload 
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If you have multiple Suppliers who supply you with the same Item, you usually send out a Request for Quotation to various Suppliers. In 


many cases, especially if you have centralized buying, you may want to record all the quotes so that: 
e@ You can easily compare prices in the future 
e = Audit whether all Suppliers were given the opportunity to quote. 
Supplier Quotations are not necessary for most small businesses. Always evaluate the cost of collecting information to the value it really 
provides! As a recommendation, you can do this only for high value items. 
3. Features_ 
3.1 Taxes and Charges_ 
If your Supplier is going to charge you additional taxes or charge like a shipping or insurance charge, you can add it here. This will help you 
accurately track your costs. Also, if some of these charges add to the value of the product you will have to mention them in the Taxes table. 


You can also use templates for your taxes. For more information on setting up your taxes see the Purchase Taxes and Charges Template. 


3.2 More_ 
There are fields for Tax Category, Shipping Rule, Purchase Taxes and Charges Template, Discount, Terms and Conditions, Quotation Number, 
Printing Settings. You can fill these fields for your record. Visit the Quotation page to know more about these sections. Note that the details 
like Shipping Rule, taxes, Discount, Terms and Conditions, Quotation Number, etc., are from your supplier and can be recorded for accurate 
tracking. 
Note: 

e@ = Tax Category will be fetched from supplier master if set 

e Print settings is for making changes to the supplier quotation print 

e@ = The Terms and Conditions here are your supplier's 

e = - The Supplier Quotation can be linked to a Material Request using the ‘Link to material requests’ button 
3.3 After Submitting 
The following records can be created after submitting a Supplier Quotation: 

@ Purchase Order - A Purchase Order if you agree with the supplier's quotation. 

@ ~=Quotation - A quotation to your customer. 


e Auto Repeat - Auto Repeat the supplier quotation at specified intervals. 
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SUPPLIER SCORECARD 


A Supplier Scorecard is an evaluation tool used to assess the performance of suppliers. 


To access Supplier Scorecard, go to: 

Home > Buying > Supplier Scorecard > Supplier Scorecard 

1. Prerequisites" 

Before creating and using a Supplier Scorecard, it is advised that you create the following first: 
* — Supplier 

1. How to create Supplier Scorecard_ 

Go to the Supplier Scorecard list, click on New. 

Select a Supplier to score. 


Select the evaluating period whether weekly, monthly, or yearly. 


Setup the scoring function (details in next section). 


or oe Oe he oe 


A supplier scorecard is created for each supplier individually. Only one supplier 


supplier. 


McMaster-Carr ® £xcellent 


Buying Supplier Scorecard 


ENTS 


Attach File + 


Supplier Scorecard Period 


Supplier Scor 


98.4 


Generate Missing Scorecard Periods 


Prevent RFQs 


Prevent POs 


2. Features_ 


2.1 Scoring Setup_ 


default formula is linearly weighed over the previous 12 scoring periods. 


Supplier scorecards can be used to keep track of item quality, delivery, and responsiveness of suppliers across long periods of time. This 


data is typically used to help in purchasing decisions. A Supplier Scorecard is manually created for each supplier. 


Notify Supplier 


Notify Employee 


The supplier scorecard consists of a set evaluation periods, during which the performance of a supplier is evaluated. This period can be 


weekly, monthly or yearly. The current score is calculated from the score of each evaluation period based on the weighting function. The 


scorecard can be created for each 


Q 


& Administrator ¥ 


Help ~ 


Save 
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SCORING SETUP 


Weighting Function 


total_score * (max( 0.0, min (1.0, (12.0 - period_number) / 12.0) )+1) 


Scorecard variables can be used, as well as: total_score (the total score from that period), period_number (the number of periods to present day) 


Standing Name Min Grade Max Grade 
1 | Poor 0% 50% 
2 = Average 50% 80% 
3 Excellent 80% 101% 


Add Row 


This formula is customizable. 

Supplier Standings 

The supplier standing is used to quickly sort suppliers based on their performance. These are customizable for each supplier. 

The scorecard standing of a supplier can also be used to restrict suppliers from being included in Request for Quotations or being issued 
Purchase Orders. The following screen can be seen on expanding a row in the ‘Scoring Standings’ table, click on the downward facing 
arrow. 


» Buying > Supplier Scorecard Q Settings~ Helpy 86 | 
Editing Row #2 i | Insert Below Insert Above Duplicate Move 


Standing Name 


Poor 


Min Grade 
30.000 
Max Grade 


50.000 


ACTIONS 


Warn RFQs 
Warn Purchase Orders 
© Prevent RFQs 


Prevent Purchase Orders 


J— Ctrl + Up, Ctrl + Down, ESC Insert Below 


2.2 Criteria Setup_ 
A supplier can be evaluated on several individual evaluation criteria, including (but not limited to) quotation response time, delivered item 
quality, and delivery timeliness. These criteria are weighed to determine the final period score. 


To create a new Criteria, go to Buying > Supplier Scorecard > Supplier Scorecard Criteria: 
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Editing Row #1 i | Insert Below InsertAbove 


-ritena Name 


Quotation Response| 


30.000 100,000 


(max (0, min (1,0.2 + (8.0 - (rfq_response_days / sq_total_number)) / 10.0) if sq_total_number &gt; 0 else 1 ))* 100 


E3— Ctrl + Up, Ctrl + Down, ESC Insert Below 


Note: Criteria weights for a scorecard should add up to 100. 
2.3 Supplier Scorecard Variables_ 
The method for calculating each criteria is determined through the Criteria Formula field, which can use a number of pre-established 
variables. This can be seen in the preceding screenshot. 
The value of each of these variables is calculated over the scoring period for each supplier. Examples of such variables include: 
e The total number of items received from the supplier 
e ~The total number of accepted items from the supplier 
e@ = - The total number of rejected items from the supplier 
e@ The total number of deliveries from the supplier 


e ~The total amount (in dollars) received from a supplier 


B Buying Supplier Scorecard ... Q Settings ~ Help ~ 1B 
Total Shipments &  Menu~ 
Comments 0 Description 

Custom? 


Parameter Name 


Assigned To 
total_shipments 


Attachments 


Attach File + Patt 


Tags get_total_shipments 


Add a ta 


Variables are pre-set, additional variables can be added through server-side customizations. Tick the Custom checkbox if the variable you're 
creating is for a custom field. 
The criteria formula should be customized to evaluate the suppliers in each criteria in a way that best fits the company requirements. 
2.4 Evaluation Formulas_ 
The evaluation formula uses the pre-established or custom variables to evaluate an aspect of supplier performance over the scoring period. 
Formulas can use the following mathematical functions: 

e@ addition: + 


e@ subtraction: - 
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e multiplication: * 

e@ division: / 

@ min: min(xy) 

@ = max: max(xy) 

e _ if/else: (x) if (formula) else (y) 

e@ less than: < 

e greater than: > 

e@ variables: {variable_name} 
It is crucial that the formula be solvable for all variable values. This is most often an issue if the value resolves to 0. For example: 
{total_accepted_items} / {total_received_items} 
This example would resolve to 0 / 0 in periods where there are no received items, and therefore should have a check to protect in this case: 
({total_accepted_items} / {total_received_items}) 
/f{total_received_items} > 0 
else 1. 
2.5 Evaluating the Supplier 
An evaluation is generated for each Supplier Scorecard Period by clicking the "Generate Missing Scorecard Periods" button. The supplier's 
current score can be seen, as well as a visual graphic showing the performance of the supplier over time. Any actions against the supplier 


are also noted here, including warnings when creating RFQs and POs or preventing these features for this supplier altogether. 


BUYING REPORTS 


Data pertaining to purchases made by an organization can be analyzed and visualized through various reports available in the buying 
modules. Normally, each report has three sections: Filter toolbar, a chart, and data. Changes in the filters and selections are immediately 
reflected in the chart. 

Purchase Analytics_ 

To access the report, go to: 


Home > Buying > Key Reports > Purchase Analytics 


Through the Purchase Analytics report, the purchase-related data against the supplier, supplier groups, items and item group can be 
analyzed over a given period and frequency. 

Purchase Order Analysis_ 

To access the report, go to: 


Home > Buying > Key Reports > Purchase Order Analysis 


This report is helpful in analyzing the items and their billing status in a purchase order over a given period. 
Supplier-Wise Sales Analytics_ 

To access the report, go to: 

Home > Buying > Key Reports > Sales-Wise Sales Analytics 

This report provides extensive data on different items purchased from the suppliers. 


Items to Order and Receive_ 


To access the report, go to: 


Home > Buying > Key Reports > Items to Order and Receive 
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This report visualizes and shows data for the purchase requests created. 

Purchase Order Trends" 

To access the report, go to: 

Home > Buying > Key Reports > Purchase Order Trends 

Through this report, the trends for purchase orders for a given financial year can be visualized. The trend can be grouped based on Suppliers, 
Supplier Group, Item, Item Group, and Project. 

Procurement Tracker_ 

To access the report, go to: 


Home > Buying > Key Reports > Purchase Order Trends 


This report presents extensive purchase-related data including material requests, purchase orders created for the items. 
Other Reports_ 

To access, go to: 

Home > Buying > Other Reports 

In other reports section, the following reports can be accessed: 

Items To Be Requested 

Item-Wise Purchase History 

Purchase Receipt Trends 

Purchase Invoice Trends 


Subcontracted Item To Be Received 


a a F Ww Nr F 


Supplier Quotation 


BUYING SETTINGS 


Buying Settings is where you can define properties which will be applied in the Buying module's transactions. You can find Buying Settings 
at: 


Home > Buying > Settings > Buying Settings 


B > Buying > Buying Settings Q Search or type a command (Ctrl + G) Q Helpy PR 
= Buying Settings 
&, Assigned To 
Supplier Naming By ls Purchase Order Required for Purchase Invoice & Receipt Creation? 
+ 
Supplier Name . No S 
@ Attachments 
Default Supplier Group Is Purchase Receipt Required for Purchase Invoice Creation? 
Attach File + 
No . 
vy Reviews 
Default Buying Price List Maintain Same Rate Throughout the Purchase Cycle 


+ 


Standard Buying Action If Same Rate is Not Maintained * 


& Shared With 


+ 
Configure the action to stop the transaction or just warn if the same rate is not 
maintained 
Allow Item To Be Added Multiple Times in a Transaction 
O- 0 FOLLOW 


Administrator edited this 


1 month ago Subcontract 
Administrator created this Backflush Raw Materials of Subcontract Based On 
1 month ago : 
Material Transferred for Subcontract < 
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Let us look at the various options that can be configured: 

1. Supplier 

1.1 Supplier Naming By 

When a Supplier is saved, system generates a unique identity or name for that Supplier which can be used to refer the Supplier in various 
Buying transactions. 

If not configured otherwise, ERP uses the Supplier's Name as the unique name. If you want to identify Suppliers using names like SUPP- 
00001, SUPP-00002, or such other patterned series, select the value of Supplier Naming By as "Naming Series”. 

You can define or select the Naming Series pattern from: Settings > Data > Naming Series 

Read Naming Series to know more about defining a Naming Series. 

1.2 Default Supplier Group_ 

Configure what should be the default value of Supplier Group when creating a new Supplier. For example, if most of your suppliers supply 
you hardware, you can set the default as 'Hardware’. 

2. Purchasing_ 

2.1 Default Buying Price List_ 

Configure what should be the default Price List when creating a new Buying transaction, the default is set as ‘Standard Buying’. Item prices 
will be fetched from this Price List. You can modify the ‘Price List’ by using the arrow at the right-end of the field to change the currency 
and country. 

2.2 Purchase Order Required_ 

If this option is configured "Yes", ERP will prevent you from creating a Purchase Invoice or a Purchase Receipt directly without creating a 
Purchase Order first. If retail transactions are involved where the order happens offline, then Purchase Orders can be skipped. If you're 
accepting sample Items, you can directly create a Purchase Receipt to receive the Items to your Warehouse. 

This configuration can be overridden for a particular supplier by enabling the "Allow Purchase Invoice Creation Without Purchase Order" 


checkbox in supplier master 


B > Buying > Supplier > Metal miners Q Search or type a command (Ctrl + G) Qa Help v PR 
Metal miners. - Enabiea View > Create + <l|> || 
Y Shared With 
+ Name and Type 
Supplier Name * Supplier Group * 
® Tags 
P Metal miners Raw Material 
Add atag 
Country Supplier Type * 
United States Company 
0-Qo FOLLOW 
Default Company Bank Account PAN 


Tax ID Allow Purchase Invoice Creation Without Purchase Order 


Allow Purchase Invoice Creation Without Purchase Receipt 


Is IRS 1099 reporting required for supplier? Disabled 


2.3 Purchase Receipt Required_ 

If this option is configured "Yes", ERP will prevent you from creating a Purchase Invoice without creating a Purchase Receipt first. In case the 
Item being transacted is a service, it'll not require a receipt, you can directly create an Invoice. 

This configuration can be overridden for a particular supplier by enabling the "Allow Purchase Invoice Creation Without Purchase Receipt" 


checkbox in the supplier master 
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B > Buying > Supplier > Metal miners Q Search or type a command (Ctrl + G) Q Help v PR 
= Metal miners. - Enabied View: Crete: < > @ 
8, Shared With 
+ Name and Type 

Supplier Name * Supplier Group * 
Tags 
P Metal miners Raw Material 
Add a tag 

Country Supplier Type * 

United States Company = 
QO. 0 FOLLOW 
Default Company Bank Account PAN 
Tax ID Allow Purchase Invoice Creation Without Purchase Order 
Allow Purchase Invoice Creation Without Purchase Receipt 
Is IRS 1099 reporting required for supplier? Disabled 


2.4 Maintain Same Rate Throughout Purchase Cycle_ 
If this is enabled, ERP will validate whether an Item's price is changing in a Purchase Invoice or Purchase Receipt created from a Purchase 
Order, i.e. it will help you maintain the same rate throughout the purchase cycle. 
You can configure the action that system should take if the same rate is not maintained in the "Action If Same Rate is Not Maintained" field: 
e Stop: ERP will stop you from changing the price by throwing a validation error. 
e@ Warn: The system will let you save the transaction but warn you with a message if the rate is changed. 
Note: This field will only be visible if Maintain Same Rate Throughout Purchase Cycle is enabled. 
2.5 Set Landed Cost Based on Purchase Invoice Rate_ 
If the purchase receipt rate and purchase invoice rate are not same and users wants to set the landed cost as per the purchase invoice then 
this feature will be useful. 
Use Case 
@ Created Purchase Receipt for item A with rate as 100 
@ — System has booked Stock In Hand with 100 rate 
e = After 2 days, user has created purchase invoice against the above purchase receipt 
e = After 2 days because of change in exchange rate the rate in the invoice changed to 150 
e Now purchase receipt has rate 100 where as Purchase invoice has rate 150 


e If you want to adjust the Stock In Hand with Purchase invoice Rate (150) then this feature will be helpful 


|= | > Buying > Buying Settings Q Search or type a command (Ctrl + G) QO Help v R 
= Buying Settings “ 


& Assigned To 


Naming Series and Price Defaults Transaction Settings Subcontracting Settings 
+4 


@ Attachments Is Purchase Order Required for Purchase Invoice & Receipt Creation? Maintain Same Rate Throughout the Purchase Cycle 


No 


“> 


Set Landed Cost Based on Purchase Invoice Rate 


Attach File + 


Users can enable the checkbox If they want to adjust the incoming rate (set using 


i it ? . 
Is Purchase Receipt Required for Purchase Invoice Creation? purchase receipt) based on the purchase invoice rate. 


& Shared With 


No S 
+ i Allow Item To Be Added Multiple Times in a Transaction 
Bill for Rejected Quantity in Purchase Invoice 
If checked, Rejected Quantity will be included while making Purchase Invoice from 
OO Qo FOLLOW Purchase Receipt. 


3. Allow Item to be added multiple times in a transaction_ 
When this checkbox is unchecked, an item cannot be added multiple times in the same Purchase Order. However, you can still explicitly 


change the quantity. This is a validation checkbox for preventing accidental purchase of the same item. This can be checked for specific use 
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cases where there are multiple sources for the same material, for example in manufacturing. 


SUPPLIER GROUP 


Supplier Group is an aggregation of suppliers that are similar in some way. 
A supplier may be distinguished from a contractor or subcontractor, who commonly adds specialized input to deliverables. A supplier is 
also known as a vendor. There are different types of suppliers based on the goods and products they supply. 
ERP allows you to create your own categories of suppliers. These categories are known as Supplier Groups. For example, if your suppliers 
are mainly pharmaceutical companies and FMCG distributors, you can create a new Supplier Groups for them and name the groups 
accordingly. 
To access Supplier Group, go to: 
Home Buying > Supplier > Supplier Group 
1. Prerequisites" 
Before creating and using a Supplier Group, it is advised that you create the following first: 
e Supplier 
2. How to create a Supplier Group_ 
1. Goto the Supplier Group list, click on New. 


2. Type a name for your new Supplier Category. 


3. You can set a Parent Supplier Group for this Supplier Group. 
4. — Ticking the Is Group checkbox will make it a Parent Supplier Group. 
5. You can also assign a default Payment Terms Template to the Supplier Group. Useful in a case where all your hardware suppliers 
take half payment on sales order and half post shipment. 
6. Save. 
B > Buying > Supplier Group > Medical Q Search or type a command (Ctrl + G) Q Help v PR 
Medical (<>) @ = Save 
& Assigned To 
Parent Supplier Group 
+ 
All Supplier Groups 
» Attachments 
Is Group 
Attach File + 
vy Reviews 
+ Credit Limit ~ 
%, Shared With Default Payment Terms Template 
+ 
® Tags 
Add a tag 
Default Payable Account 
Accounts 
0-00 ROW Mention if standard receivable account applicable 


No. Company Account 
You edited t 
1 month ago 


You can classify your suppliers from a range of choices available in ERP. Choose from a set of given options like Distributor, Electrical, 
Hardware, Local, Pharmaceutical, Raw Material, Services etc. Classifying your supplier into different types facilitates accounting and payments. 
3. Supplier Group Tree_ 


You can also construct Supplier Group in the form of a tree hierarchy, similar to Chart of Accounts. 
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To view the Tree structure, click on Tree from the sidebar. To go back to the list view, simply select: Menu > View List. 


B > Buying Q Search or type a command (Ctrl + G) ray Help v PR 


Supplier Group Tree Expand All = 


(& All Supplier Groups 


6 Distributor 
© Electronics distributor 
© FMCG distributor 

© Electrical 

© Hardware 

© Local 

© Medical 


© Pharmaceutical 


Oo Raw Material 
© Chemicals 
© Metals 
© Timber 


© Services 


With the new User Permissions in place, you can now apply hierarchy based permissions. That is, if a User is permitted to view parent node 
of Supplier Group, he/she automatically qualifies to view the child nodes of that parent node. 
For example, in the above image, let's say that user permission is applied for a User to view ‘Distributor’ document. Then the user also gets 


permitted to view its child nodes ‘Book Distributor’, ‘Electronic Distributor’, etc. 


MAINTAINING SUPPLIER'S ITEM CODE IN THE ITEM MASTER 


For each item, code assigned might differ from the code your supplier has given to that same item. ERP allows you to track Supplier's Item 
Code in the item master. Also you can fetch Supplier's Item Code in your purchase transactions, so that they can easily recognize item 
referring to their Item Code. 

1. Updating Supplier Item Code In Item_ 


In the Item master, under Supplier Details section, enter Item Code as given by the Supplier to this item. 


B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) Q Help v PR 


5x1 screw - Enabled View 2 Duplicate < >» QB Save 


Supplier Details ~ 


Delivered by Supplier (Drop Ship) Supplier Items 


Supplier Supplier Part Number 


Mark welders SCRWSx1M 


Add Row 


2. Supplier's Item Code In Transactions 

Each purchase transaction has field in the Item table where Supplier's Item Code is fetched. This field is hidden in form as well as in the 
Standard print format. You can make it visible by changing property for this field from Customize Form. 

Go to print view, click on Menu > customize, enter a new print format name, look for the Items table, click on the Select columns button 


in it. You'll see the following screen. Now select the "Supplier Part Number" checkbox. 
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Select Table Columns for Items 


#: @ Against Blanket Order 
:: @ Blanket Order 
 @ Manufacturer 
:: @ Manufacturer Part Number 
:: @ Weight Per Unit 
:: @ Weight UOM 
i @ Is Fixed Asset 
Hy Item Name 
Required By 
i: |) Image View 
UOM Conversion Factor 


) Qty in Stock UOM 


mapped with value mentioned in the Item master. 


B > Buying > Purchase Order >» PUR-ORD-2021-00008 


PUR-ORD-2021-00008 


Print UOM after Quantity 


Print taxes with zero amount 


Supplier Name: Mark welders 


tode Amount 


*1 
crew 


5x1 screw $0.00 


| i 


Total Quantity: 


PURCHASING IN DIFFERENT UOM 


Scenario: 


Step 1: Edit UoM in the Purchase Order_ 


DRAFT 
Date: 05-27-2021 
Required By: 08-12-2021 


tem Description Image Quantity Discount Rate Amount Rate Available Weight 


$ 
12.00 


Each item has stock unit of measument (UOM) associated to it. For example UoM of pen could be numbers (Nos) and sand could be stocked 
kgs. However, when we place an order with Supplier, UoM for an item could change. Like we can order 1 set/box of Pen, or one truck of 


sand to our Supplier. When creating purchase transacton, you can change Purchase UoM for an item. 


Item Pen is stocked in Nos, but purchased in Box. Hence we will make Purchase Order for Pen in Box. 


Supplier Item Code will only be fetched in the purchase transaction, if both Supplier and Item Code selected in purchase transaction is 


Q Search or type a command (Ctrl + G) 


© Full Page & PDF G 


PUR-ORD-2021-00008 


of Qty at Per 
Stock Company Unit 
UOM 
$ 12.00 $ 30 Of SCRWSx1M 
12.00 
Total $ 12.00 
Grand Total: $ 12.00 
Rounded Total: $ 12.00 
In Words: USD Twelve only. 
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In the Purchase Order, you will find two UoM fied. 


e UoM 
e Stock UoM 


In both the fields, default UoM of an item will be fetched by default. You should edit UoM field, and select Purchase UoM (Box in this case). 


Updating Purchase UoM is mainly for the reference of the supplier. In the print format, you will see item qty in the Purchase UoM. 


[= | > Buying > Purchase Order » PUR-ORD-2021-00009 


= Parkpens .- notsaved 


Items 


No. Item Code 
1 Pen blue 
Add Multiple = Add Row 


Total Quantity 


1 


Tax Category 


Step 2: Update UoM Conversion Factors_ 


Required By Quantity 


09-08-2021 1.000 


In one Box, if you get 20 Nos. of Pen, UoM Conversion Factor would be 20. 


Item Code * 


Pen blue 


Item Name * 


Pen blue 


Description v 


Quantity * 


1.000 


Stock UOM * 


Nos 


Quantity and Rate 


Q Search or type a command (Ctrl + G) Qa 


Get Items From: Tools 2 < || > || @ 
UOM Rate Amount 
Nos 3.00 3.00 
Download 
Ls 

Total Net Weight 

ie) 
Total (USD) 

$ 3.00 
Shipping Rule 


Required By * 


09-08-2021 


Expected Delivery Date 


UOM Conversion Factor * 


20.000 


Qty in Stock UOM 


20 


Help» PR 


@ Edit 


Upload 


Based on the Qty and Conversion Factor, qty will be calculated in the Stock UoM of an item. If you purchase just one Box, then Qty in the 


stock UoM will be set as 20. 
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Description v 


Quantity and Rate 
Quantity * 


1.000 


Stock UOM * 


Nos 


Stock Ledger Posting_ 


B > Stock 


Stock Ledger 
Unico Plastics Inc. 05-27-2021 05-27-2021 
Batch No Brand MAT-PRE-2021-00015 


Item Name 


Date Item Stock UOM In Qty 


4 05-27-2021 03:03:... Pen blue 20.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


Set Conversion Factor in Item_ 


B > Stock > Item > Pen blue 


= Penblue : Enabled 


Auto re-order ~ 


Units of Measure «~ 


UOMs 


Will also apply for variants 


Irrespective of the Purchase UoM selected, stock ledger posting will be done in the Default UoM of an item. Hence you should ensure that 


conversion factor is entered correctly while purchasing item in different UoM. 


Warehouse 


Project 


Out Qty 


0.000 


In the Item master, under Purchase section, you can list all the possible purchase UoM of an item, with its UoM Conversion Factor. 


315.000 MAT-PRE-2021-00... Stores - UP 


UOM * 


Box 


UOM Conversion Factor * 


20.000 


Qty in Stock UOM 


20 


Q Search or type a command (Ctrl + G) Q Help» PR 


Set Chart CreateCard G 


Item Item Group 


Include VOM 


Voucher # Warehouse Item Group Brand 


All Item Gro... 


Execution Time: 0.014663 sec 


Q Search or type a command (Ctrl + G) Q Help v PR 


View : Duplicate < > 8B 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800895 


- 442 - 


No. UOM Conversion Factor 
1 Nos 1 @ Edit 
2 Box 20 @ Edit 
Add Row 
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AMENDING PURCHASE ORDER AFTER SUBMIT 


B > Buying > Purchase Order >» PUR-ORD-2021-00006 


= Metal miners. - % keceive and ail 


& Assigned To 


Connections ~ 


+ 
s Related Payment 
@ Attachments 
: Purchase Receipt + Payment Entry 
Attach File + i i u 
Purchase Invoice + Journal Entry 
vw Reviews 
+ 
& Shared With 
+ Sub-contracting 
Stock Entry 
® Tags 
Add a tag 


B > Buying > Purchase Order >» PUR-ORD-2021-00010 


= Mark welders - fo Receive ana sill 


&, Assigned To 


Connections ~ 


ie 
a Related Payment 
@ Attachments 
Purchase Receipt + Payment Entr 
Attach File + a us Ui 
Purchase Invoice + Journal Entry 
vw Reviews 
+ 
& Shared With 
+ Sub-contracting 
Stock Entry 
Tags 
Add a tag 
Supplier * 
0-Q0 FOLLOW Mark welders 


You edited this 


just now 


Please Note the following validations and usecases: 


Receipt, it cannot be updated. 


it cannot be updated. 


+ 


+ 


Rate and Qty in Purchase Order can now be amended after Submit using the Update Items button. 


Q Search or type a command (Ctrl + G) Q Help» PR 


Update Items Status ¢ 


To Update Rate and Qty in a Submitted Purchase Order, click on the Update Items button. A dialog will pop up to let you make the change. 


Q Search or type a command (Ctrl + G) Q Help ~ PR 


Update Items 


LS 


Date * 


05-27-2021 


Required By 


na-n2-9091 


e@ Update Features checks if Purchase Order has Purchase Receipt and Purchase Invoice. 


@ = Qty can be updated for un-received and for partially-received Purchase Order. For Purchase Order with completed Purchase 


e Rate can be updated for un-invoiced and partially-invoiced Purchase Order. For Purchase Order with submitted Purchase Invoice, 


Status : 


< > ee Cancel 


Reference 


@© Material Request 
@ Supplier Quotation 
Project 


Auto Repeat + 


< > |@> Cancel 


Reference 


Material Request 
Supplier Quotation 
Project 


Auto Repeat + 
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FETCH SHIPPING CHARGES BASED ITEM'S VALUE OR WEIGHT 


In a Purchase order, we can fetch the Shipping Charges of an item based on its Value or weight. 


Go to Shipping Rule list --> Calculate based on : Net Total or Net Weight --> Select Shipping rule conditions --> Fill table 


B Shipping Rule Q Settings y Help~  & 
New Shipping Rule 1 © ¥*t save 
Cost Center 
Main - Cl 
Fixed 
v Net Total 
Net Weight 


SHIPPING RULE CONDITIONS 
Shipping Rule Conditions 


From Value To Value Shipping Amount 
1 


Add Row 


RESTRICT TO COUNTRIES 
Valid for Countries 


Country 
1 India 


Add Row 


This way, while creating a PO, shipping charges will be fetched for the item based on item's weight or Value. 
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PURCHASE INVOICE FOR SERVICES 


Consider for a particular service-based company, a Purchase invoice has to be created for an accounting transaction, according to ERP, an 


item creation is not mandatory whilst/before the Purchase transaction. 


New Purchase Invoice 2 © Not savea Ei 
ACC-PINV-.YYYY.- v Conner Industries 
22-01-2020 
ae 
14:07:09 


Edit Posting Date and Time 


Is Paid 


Is Return (Debit Note) 


Apply Tax Withholding Amount 


PROCUREMENT CYCLE OVERVIEW 


For a beginner level understanding of the flow of process in the Procurement cycle, there are a total of 7 Stages: 


Material Request 
Request For Quotation 
Supplier Quotation 
Purchase Order 
Purchase Receipt 


Purchase Invoice 


N OD no F Ww NY F 


Payment Entry 


To begin with, considering the standard flow of the Purchase cycle, let's say you raise a Material request in ERP depending upon the item 


to be Purchased. 


Once a Material request is raised, there can be multiple cases like Multiple Suppliers bidding or selling same item, in this case a Request 


for Quotation[RFQ] is opened up. 


Once an RFQ is raised, suppliers post their rates against the required quantity against it. The rates from the different Suppliers can be sent 
by the users within ERP or even using the Web portal. Also, once quotations are received, they can be compared using Supplier 
Quotation. After comparing the best quote, a Purchase Order is raised against it. After a PO is raised, an Invoice can be generated or 


a Purchase Receipt depending upon the flow of process in the organisation, subsequently Payment Entry is made. 
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Chart Of Accounts 


Test - CIIT 
& Source of Funds (Liabilities) - Cl 
& Capital Account - CI 
& 345345 - FSB - CIIT 
CWIP - CIIT 
Reserves and Surplus - Cl 
Shareholders Funds - Cl 


& Accounts Payable - Cl 
Creditors - Cl 
Payroll Payable - Cl 
Test Frappe Inc. - CIIT 
& Duties and Taxes - Cl 
CGST - Ci 
IGST - Cl 
SGST -CI 
TDS - Cl 
TDS Payable - Cl 
VAT 14% - Cl 
VAT 4% - Cl 
VAT 5% - Cl 
& Loans (Liabilities) - Cl 
Bank Overdraft Account - Cl 
Secured Loans - Cl 


Unsecured Loans - Cl 


CALCULATING FREIGHT IN TAXES IN ERP 


Use case: To calculate freight forwarding charges with tax rate_ 


taxations for calculation of the Freight charges. 


& Current Liabilities - Cl Edit Delete Add Child View Ledger 


When freight is supposed to be calculated in forwarding charges as a tax rate, we can follow the steps as below: 


e You can create a ledger in the taxes account specifically in Chart of Accounts, else you can consider GST tax account in the 


e Now create an Item with the name : Freight and Forwarding 


2 0.00 
2 11,383 
2 10.80) 
2 0.0000 


2 3,362.0400 
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Freight and Forwarding @ Enabled STO-ITEM-2020-00006 & <> Menur 


Purcnase Keceipt + 


Purchase Invoice + 


Followed by 

Traceability Move 
Unfollow SerialNo + Stock Entry + 
You edited this Batch + 
in a few seconds 
You created this Manufacture 


a minute ago Production Plan + 


88.82MB (0%) used Work Order + 


Item Manufacturer + 


Contract 


Item Name : 
Disabled 


Freight and Forwarding 
Allow Alternative Item 


Item Group 
Item Maintenance A 
@ Sav 
All Item Groups 


e@ You can now create Purchase Invoice for the Supplier and add this item to calculate the Taxes related to the freight. You can set 


the freight tax based on the Net total or Item Quantity as per the company policy. 


New Purchase Invoice 3 © "et saves 
Items 
Item Accepted Qty Rate Amount 
1. STO-ITEM-2020-00006: Freig... 1 2 200.00 2 200.00 
Add Multiple Add Row Download Upload 
Total Quantity Total (INR) 
1 2% 200.00 


Total Net Weight 


0 
Tax Category Shipping Rule 
Purchase Taxes and Charges Template 
Purchase Taxes and Charges 
Type Account Head Rate Amount Total 


1 § On Item Quantity GST Charges - CIIT 20.00 = 200.00 


Add Row 
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the following steps: 


B Buying Request for Quotation 


PUR-RFQ-2020-00005 » submittea 


Tags 


Add a tag 


Reviews 
Supplier Detai 


Shared With 
Supplier 


Get Suppliers 


Item Code 


1 IT-2:Ba 
40.65MB (0%) used : 


Message for Supplier 


able to view the RFQ 


1 MNO Suppliers 


CREATE SUPPLIER QUOTATION THROUGH SUPPLIER PORTAL 


In ERP, Supplier Quotations can either be created manually or via the Supplier Portal. Suppliers can create Quotations via the Supplier Portal 


once they have logged into the system. For this, the Supplier must be a registered Website User having the role of "Supplier". 


For a Supplier to create a Quotation, there should be an existing Request for Quotation (RFQ) against them. To do this entire process, follow 


1) Create a Request for Quotation for the Supplier in the system. For example, we are creating an RFQ for "MNO Suppliers". 


Date 


04-03-2020 


Contact 


Manilal-MNO Suppliers 


Quantity Required Date 


3 04-03-2020 


Please supply the specified items at the best possible rates 


2) Now, the Supplier (MNO Suppliers in our case) has to log into the Supplier Portal using their login credentials. There, the Supplier will be 


Q Settings ~ Help~ s* & 


&<> Menuy~ = Cancel 


Email Id 


michelle.alva95@gmail.com 


Warehouse 


Stores - TB 
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Home 


Projects 

Request for Quotations 
Supplier Quotation 
Addresses 

Newsletter 

Purchase Orders 
Purchase Invoices 
Appointment Booking 


My Account 


Home 


Projects 

Request for Quotations 
Supplier Quotation 
Addresses 

Newsletter 

Purchase Orders 
Purchase Invoices 
Appointment Booking 


My Account 


Request for Quotation 


@ PUR-RFQ-2020-00005 


March 4, 2020 


@ PUR-RFQ-2020-00004 Tshirt 
March 4, 2020 


@ PUR-RFQ-2020-00003 Smartphone 
March 2, 2020 


@ PUR-RFQ-2020-00002-1 Bottle 
February 2, 2020 


The Supplier has to enter the Item Rate and submit the RFQ. 


Request for Quotation / PUR-RFQ-2020-00005 


PUR-RFQ-2020-00005 


MNO Suppliers 


Items Qty Rate 
2 3 1,500.00 
Bag 
UOM:Nos 
Grand Total 
Notes: 


M MNO Suppliers » 


M MNO Suppliers » 


04-03-2020 


Amount 


= 4,500.00 


= 4,500.00 
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Home 


Projects 


Addresses 
Newsletter 
Purchase Orders 


Purchase Invoices 


My Account 


B Buying 


Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 
+ 
Shared With 


+ 


You edited this 
2 minutes ago 


You created this 
2 minutes ago 


40.65MB (0%) used 


Request for Quotations 


Supplier Quotation 


Appointment Booking 


Supplier Quotation / PUR-SQTN-2020-00010 


PUR-SQTN-2020-00010 


Draft 
MNO Suppliers 


ITEM 


IT-2 
Bag 


Request for Quotation 


PUR-RFQ-2020-00005 @ Submitted 


DASHBOARD 


Supplier Quotation 


Supplier Detail 


Supplier 


1 MNO Suppliers 


Get Suppliers 


Items 


Item Code 


1 ‘IT-2: Bag 


reflected in the Supplier Portal. 


Date 


04-03-2020 


Contact 


Manilal-MNO Suppliers 


Quantity Required Date 


3 04-03-2020 


QUANTITY 
3.0 


M MNO Suppliers » 


| Actions ¥ | 


Mar 4, 2020 


AMOUNT 


= 4,500.00 
Rate: & 1,500.00 


Grand Total = 4,500.00 


Once the RFQ is submitted, a Supplier Quotation gets automatically created in the system against this RFQ. Click on the "View" option. 


Q Settings ~ Help~ 9 
&<> = Menu~ = Cancel 
Supplier Quotation» Send Supplier Emails 
Create 
Email Id 


michelle.alva95@gmail.com 


Warehouse 


Stores - TB 


a 


Observe that the Supplier Quotation is in the Draft state. After reviewing the Supplier Quotation, the user can submit it. This will also be 
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B Buying 


You edited this 
in a few seconds 


6 minutes ago 


Home 


Projects 


Michelle.alva95 created this 


40.65MB (0%) used 


Request for Quotations 


Supplier Quotation 


Supplier Quotation 


MNO Suppliers ¢ submittea 


Supplier 
MNO Suppliers 


ADDRESS AND CONTACT 


CURRENCY AND PRICE LIST 


Items 


Item Code 


1 IT-2: Bag 


Total Quantity 


3 


Supplier Quotation / PUR-SQTN-2020-00010 


Q 


PUR-SQTN-2020-00010 & <> Menu 


Date 


04-03-2020 


Quantity Stock UOM 


3 Nos 
Total (INR) 
2 4,500.00 


Total Net Weight 


oO 


Settings ~ Help~ & A 


Rate 


21,500.00 


M MNO Suppliers ¥ 


Cancel 


Addresses 
Newsletter PU R-SQTN-2020-00010 i 
Purchase Orders @ Submitted er anen 
Purchase Invoices MNO Suppliers 
Appointment Booking 
ITEM QUANTITY AMOUNT 
My Account 
IT-2 3.0 = 4,500.00 
Bag Rate: = 1,500.00 
Grand Total = 4,500.00 
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PROCUREMENT TRACKER REPORT 


This report lists all the transactions related to goods that are currently in the process of procurement. 


To access this report, go to: 


Home > Buying > Procurement Tracker 

The procurement tracker allows a user to monitor the process of obtaining goods. It provides information about the user requesting the 
purchase, the warehouse it was requested from, along with the quantity of the requested item. It also provides a comparison between the 
estimated cost of the goods at the time of requisition versus actual cost of obtaining them along with the date at which the goods where 


obtained. This ensures reviewing, ordering, delivery, and billing management for goods involved in the procurement process. 


Q Settings Help~ | 99+ | 


Menu + 


B Buying 


Procurement Tracker 


Gadget Technologies Pvt. 


Material Request ... 


07/17/2017 


2 08/07/2017 
3 08/07/2017 
4 08/07/2017 
5 08/07/2017 
6 08/07/2017 
7 08/11/2017 
8 08/11/2017 
9 08/11/2017 
10 = 08/11/2017 


n 08/11/2017 


Material Request ... 


MREQ-00020 
MREQ-00029 
MREQ-00029 
MREQ-00029 
MREQ-00029 
MREQ-00029 
MREQ-00034 
MREQ-00034 
MREQ-00034 
MREQ-00034 


MREQ-00034 


Cost Center 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


Main - GTPL 


04/01/2017 


Requesting Site 


Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 
Stores - GTPL 


Stores - GTPL 


Requestor 


michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 
michael.corleone@g... 


michael.corleone@g... 


Description 


Motherboard 


Connectors Kit for Integrated P... 


CPU Socket 
DRAM Memory Slot 
Northbridge Heat Sink 


PCI Slot 


Connectors Kit for Integrated P... 


CPU Socket 
DRAM Memory Slot 
Northbridge Heat Sink 


PCI Slot 


Quantity 


Refresh 


Set Chart 


Unit o 


2) Unit 


20 Nos 


20 Nos 


20 Nos 


20 Nos 


20 Nos 


20 Nos 


20 Nos 


20 Nos 


20 Nos 


20 Nos 
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CRM 


ERP helps you track business Opportunities from Leads and Customers, send them Quotations, and book Sales Orders. 


SALES- LEAD 


A lead is a potential customer who might be interested in your products or services. 
To get the customer through the door, you may be doing all or any of the following: 

e Listing your product on directories. 

e Maintaining an updated and searchable website. 

e@ Meeting people at trade events. 

e = Advertising your products or services. 
When you send out the word that you are around and have something valuable to offer, people will come in to check out your products. 
These are your Leads. 
They are called Leads because they may lead you to a sale. Sales executives usually work on leads by calling them, building a relationship 
and sending information about products or services. It is important to track all this conversation to enable another person who may have 
to follow-up on that contact. The new person is then able to know the history of that particular Lead. 
To access the Lead list, go to: 


Home > CRM > Sales Pipeline > Lead 


1. How to Create a Lead_ 
1. Goto the Lead list and click on New. 
2. — If the person represents an organization, check the ‘Lead is an Organization’ checkbox. Notice that when you check, the ‘Company 
Name ' field becomes mandatory. Enter the Company Name. 

3. _ If the person is an individual, leave the checkbox unchecked and enter Person Name and Gender. 

4. — Enter the ‘Email Address’. 

5. Status is the important field in the Lead. You can set the status manually and also it will be updated automatically based on 

your actions against the lead. 
e Lead: This is the default status assigned when a Lead is created and it indicates an action is needed against this Lead. 
@ Open: Sales executive needs to contact the Lead. 
e Replied: A sales executive has provided the information needed and response from Lead is awaited. 
@ = Opportunity: If an Opportunity is created against the Lead, the status is set to Opportunity. It indicates that the Lead 
is qualified and may lead to sales. 
@ = Quotation: If a quotation is created against a Lead, then the status is set to Quotation. 
e Lost Quotation: If the quotation given to the lead has been marked as lost, then the status is set to ‘Lost Quotation’. 
e Interested: The lead is interested in the products or services. 
e = Converted: If the quotation given to the Lead has resulted in confirmation of an order and if the Sales Order has been 
created against the quotation, then the status is set to Converted. 

e Do Not Contact: Lead is not interested and no further communication is needed. 

6. You can set the Lead Source in Source field. 

7. — Enter email ID for communication. 


8. Click on ‘Save’. 
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B > CRM > Lead > CRM-LEAD-2021-00001 Q Search or type a command (Ctri + G) Gs Help»: BBS 


= Innovative Chemicals Inc. - Lead Create> << > 8 


Connections v 
INNOVATIVE 


© Lead is an Organization 


& Assigned To 


+ 
Person Name Lead Owner 
@ Attachments 
Marco White anthony.miller@unico.com 
© innovative.jpeg x 
Organization Name Status * 
Attach File + 
Innovative Chemicals Inc. Lead Ba 
vw Reviews 
Email Address Designation 
+ 
marco.white@innovative.com Manager 
& Shared With 
Gender 
+ 
Male 
® Tags 
Source 
Add a tag 
Mass Mailing 


You can also record the details of the conversation in the NOTES section. 

Further details like Lead Type, Market Segment, Industry can be added in the 'MORE INFORMATION‘ section. 

If you have a healthy number of leads, all this information will help you prioritize the leads you can pursue. 

You can assign the Lead to a user by clicking on ‘Assign’ button on left bar. You can also attach files/images by clicking on ‘Attach File’ 
button. 

2. Features_ 

2.1 Reminders to Follow Up on the Leads_ 

It is important to reach out to leads from time to time and build the relationship. You can set the 'Next Contact Date’ and ‘Next Contact By’ 
fields and a calendar event will be added for the user chosen in ‘Next Contact By’ field and a notification is shown on that Date. 

2.2 Adding Multiple Contacts and Addresses_ 

In Busines-to-business(B2B) scenario, in order to close a sales deal, you will have to contact multiple people working in the prospective 
company. You can add the details of all such people in the same lead. Once you save a Lead, you will get the option to add Contact details 


by clicking on 'New Contact’ button. Similarly, you can add the Address details by clicking on 'New Address’. 
B > CRM > Lead >» CRM-LEAD-2021-00001 Q Search or type a command (Ctrl + G) G Help v BS 


= Innovative Chemicals Inc. - Lead Crate> << > 8 


Address &Contact ~ 


1. CRM-LEAD-2021-00001 (Billing) Edit iderco White- Manager Edit 
3928 Kenwood Place 

Orlando, Email: marco,white@innovative.com (Primary) 

2. CRM-LEAD-2021-00001 (Billing) Edit Gary Marigan= Vice President Edit 
3772 Ashton Lane 

Austin, Texas 78704 Email: gary.mehigan@innovative.com (Primary) 


New Address New Contact 


Contact ~ 


More Information v 
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2.3 Recording Comments, Emails and Events_ 
@ Comments: You can write your comment in ‘Add a comment’ box and click on ‘Comment’. 
e@ Emails: You can send an email to the lead by clicking on the ‘New Email’ button and when the lead responds to your email, it will 
be appended to your email creating an email thread. 
e@ Events: You can also records the Meetings, Calls etc you have had with the Lead by clicking on 'New Event’ 
2.4 Creating Opportunity, Customer and Quotation_ 
You can create an Opportunity, Customer or a Quotation from the Make dropdown. Relevant field values will be copied over. 
2.5 Auto-assigning the Leads to Sales Executives_ 
Introduced in Version 12 


You can define Assignment Rules to automatically assign the leads to sales executives. 


B > Assignment Rule > Lead Assignment Q Search or type a command (Ctrl + G) a Help v BS 
= Lead Assignment - énabiec c>e ~~ we 
2 Assigned To 
Document Type * Description * 
+ 
Lead Automatic Assignment of Leads 
@ Attachments 
Due Date Based On 
Attach File + 
sa Reviews Value from this field will be set as the due date in the ToDo iG) 
+ Pp 
Hony Example: {( subject } 
©, Shared With te) 
+ Higher priority rule will be applied first 
Disabled 
D Tags 
Add a tag 
Assignment Rules 
O- fa) FOLLOW Assign Condition * Unassign Condition 
1 status=="Open’ 1 
You edited this 
just now 
You created this 


2 minutes ago 


3. Adding Custom Fields_ 
You may need to add custom fields to capture additional details as per your needs. 


You can customize the Lead DocType using Customize Form tool. 


SALES- OPPORTUNITY 


Opportunity is a qualified lead. 
When you get a hint that lead is looking for a product/service that you offer, you can convert that lead into an opportunity. You can also 
create an opportunity against an existing customer. Multiple Opportunities can be collected against a lead or a customer. 
To access the Opportunity list, go to: 
Home > CRM > Sales Pipeline > Opportunity 
1. How to Create an Opportunity. 
1. Goto the Opportunity list and click on ‘Add Opportunity’. 


2. In ‘Opportunity From’, select Lead if opportunity is from a lead. 
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B > CRM 


Filter By 


Assigned To 


Created By 


Edit Filters 
Tags 

Show Tags 

Save Filter 
Filter Name 


Show Saved 


INNOVATIVE 


& Assigned To 


+ 
@ Attachments 
© innovative.jpeg 
Attach File 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag... 


oh 


= Opportunity 


ae: Opportunity From 


3. You can also go to a Lead with 'Open' status and select 


B > CRM > Lead >» CRM-LEAD-2021-00001 


= Innovative Chemicals Inc. - opportunity 


Connections ~ 


Lead is an Organization 


Person Name 


Marco White 


Organization Name 


Innovative Chemicals Inc. 


Email Address 


marco.white@innovative.com 


quantity details in 'ltems' section. 


Q Search or type a command (Ctrl + G) 


Title Status 


You haven't created a Opportunity yet 


“Opportunity 


Q Search or type a command (Ctri + G) 


Lead Owner 


anthony.miller@unico.com 


Status * 


Opportunity 


Designation 


Manager 


Gender 


Male 


Source 


Mass Mailing 


In ‘Opportunity From’, select Customer if opportunity is from a customer. 
Select Opportunity Type. This indicates the broad category of opportunity like Sales, Support, Maintenance etc. 
You can add more details like Opportunity Amount, Probability (of conversion), Currency in 'SALES' section. 


You can capture the details of the products/services needed by clicking on ‘With Items' checkbox and adding the item and 


:= List view) CG 


under Create dropdown as shown below. 


Last Modified On 


© 
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B > CRM > Opportunity » CRM-OPP-2021-00001 Q Search or type a command (Ctri + G) Gs Help»: BBS 


= Innovative Chemicals Inc. - open Create: Lost. Close < >» ® 


Sales 
Currency Probability (%) 
USD 100.000 


Opportunity Amount 


0.00 


With Items 


Items 


Item Code Qty Item Name 


HDPE 0 HDPE 


Luxury Plastic Chair O Luxury Plastic Chair 


Add Multiple Add Row 


8. — Enter the Source of the opportunity in the SOURCE section. 
2. Features_ 
2.1 Reminders to Follow Up on Opportunities_ 
It is important to reach out to opportunities from time to time and build the relationship. You can set the 'Next Contact Date’ and 'Next 
Contact By' fields and a calendar event will be added for the user chosen in 'Next Contact By’ field and a notification is shown on the that 
Date. 
2.2 Auto-assign Opportunities to Sales Executives_ 
Introduced in Version 12 


You can define Assignment Rules to automatically assign the opportunities to sales executives. 


B > Assignment Rule > Opportunity Assignment Q Search or type a command (Ctrl + G) ray Help ~ BS 


= Opportunity Assignment  - éEnabies <|[> lle 


2 Assigned To 


Document Type * Description * 
+ 


Opportunity Automatic Assignment of Opportunities 
@ Attachments 


Due Date Based On 
Attach File + 


vw Reviews 


Value from this field will be set as the due date in the ToDo 
+ 
Pony Example: {{ subject }} 
& Shared With (0) 
+ Higher priority rule will be applied first 
Disabled 
® Tags 
Add a tag 
Assignment Rules 
O- fa) FOLLOW Assign Condition * Unassign Condition 
1 status=="Open’ it 


You edited this 


just now 


You created this 


just now 


2.3 Auto-close Opportunities" 
If you do not receive a response from an opportunity for a certain number of days, you may want that opportunity to be closed automatically. 


You can set the number of days in Selling Settings. 
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B > Selling > Selling Settings Q Search or type a command (Ctrl + G) a Help v BS 


= Selling Settings 
&. Assigned To 
Customer Naming By Is Sales Order Required for Sales Invoice & Delivery Note Creation? 
+ 
Customer Name $ No 3} 
@ Attachments 
Campaign Naming By Is Delivery Note Required for Sales Invoice Creation? 
Attach File + 
. No . 
vy Reviews 
Default Customer Group Sales Update Frequency * 
+ 
All Customer Groups Each Transaction = 


& Shared With How often should Project and Company be updated based on Sales Transactions? 


Default Territory 


+ 
Ae Maintain Same Rate Throughout Sales Cycle 
All Territories gow ¥ 
Allow User to Edit Price List Rate in Transactions 
Default Price List 
OF te) FOLLOW ‘ Allow Item to Be Added Multiple Times in a Transaction 
‘ Standard Selling nee , 

Allow Multiple Sales Orders Against a Customer's Purchase Order 

Administrator edited this Close Opportunity After Days 


4 weeks ago Validate Selling Price for Item Against Purchase Rate or Valuation Rate 


15 


Administrator created this 


Auto close Opportunity after the no. of days mentioned above Hide Customer's Tax ID from Sales Transactions 
4 weeks ago 


Default Quotation Validity Days 


2.4 Create a Quotation_ 


You can create a Quotation from the Make dropdown. Relevant field values will be copied over. 
B > CRM > Opportunity >» CRM-OPP-2021-00001 Q Search or type a command (Ctrl + G) Gg Help» BS 


= Innovative Chemicals Inc. - open Create: Lost Close < >» @ | save | 


Supplier Quotation 
& Assigned To PP 


+ Connections ~ Request For Quotation 
Attach File + Opportunity From * Opportunity Type 
Lead Sales 
vw Reviews 
+ Lead * Status * 
CRM-LEAD-2021-00001 Open = 


&, Shared With 


+ Customer / Lead Name Converted By 


Innovative Chemicals Inc. 


® Tags 
Add a tag Source Sales Stage 
Mass Mailing Prospecting 
Expected Closing Date 
0-Q0 FOLLOW 


You edited this 
12 minutes ago 


2.5 Create a Supplier Quotation_ 

You may need to get a quotation from your supplier against the customer requirement and based on that, prepare the quotation for your 
customer. With ERP, you can make a Supplier Quotation from the opportunity itself. 

Best Practice: Leads and Opportunities are often referred as your “Sales Pipeline” this is what you need to track if you want to be able to 
predict how much business you are going to get in the future. Its always a good idea to be able to track what is coming in order to adjust 
your resources. 

2.6 Capture the Reasons and Competitors for Lost Opportunities _ 

When an opportunity is lost, you can capture the reasons, competitors and detail reason for losing. This will help you to analyse the trends 


over a long period of time and identify the insights needed for improvements at various areas in the organisation. 
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Set as Lost 


Lost Reasons * 


Competitors 


Detailed Reason 


Declare Lost 


2.7 Minutes to First Response_ 
When you send the first reply(email) to an Opportunity, it calculates Mins to First Response and is displayed in a field. 


A report is generated called ‘Minutes to First Response for Opportunity’. Read CRM Reports for more details. 


SALES- CUSTOMER 


A customer, who is sometimes known as a client, buyer, or purchaser is the one who receives goods, services, products, or ideas, 
from a seller for a monetary consideration. 

Every customer needs to be assigned a unique id. Customer name itself can be the id or you can set a naming series for ids to be generated 
in Selling Settings. 

To access the Customer list, go to: 

Home > CRM > Sales Pipeline 

Or 

Home > Selling > Customers 

1. How to create a Customer. 

Go to the Customer list and click on New. 

Enter Full Name of the customer. 


Select Individual if the customer represents an individual or Company if the customer represents a company in Type field. 


Pe oN 


Select a Customer Group. Individual, Commercial, Non Profit and Government are available by default. You can create additional 
groups if you need. 

5. Select the Territory. 

6. _ If the customer is being created against a lead, you can select the same in From Lead field. 


7. Save. 
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B Q Search or type a command (Ctrl + G) G Help v BS 
= Home ® “+ Customize 
Ly 

MODULES Item Customer Supplier 

& Home 

Accounting Sales Invoice Leaderboard 

Assets 

® Build Reports & Masters 

“J 

fe) Buying ® Accounting ®& Stock Human Resources 

G CRM * Chart of Accounts * Item + Employee 

HR » Company » Warehouse » Employee Attendance Tool 

@ Loan Managem »« Customer » Brand « Salary Structure 

+ Supplier + Unit of Measure (UOM) 
CB Payroll 
» Stock Reconciliation 
© Projects 


You can disallow sales orders and sales invoices against a customer by clicking on ‘Disabled’. 


Advanced Tip: If the customer represents one of your own companies then check ‘Is Internal Customer’. Check Inter Company Invoices for 


more details. 
You can also upload customer details via the Data Import Tool. 
2. Features_ 


General flow of transactions for a customer is as following: 


Customer 


Opportunity 


Quotation 


Note: Customers are separate from Contacts and Addresses. A Customer can have multiple Contacts and Addresses. 


2.1 Multiple Contacts and Addresses_ 


Contacts and Addresses are stored separately so that you can attach multiple Contacts or Addresses to the customer. 
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If the "Delivery Note Required” or "Sales Order Required" option is configured as "Yes" in Selling Settings, it can be overridden for a particular 


2.2 Allow creation of Sales Invoice without Sales Order and Delivery Note_ 


customer by enabling the "Allow Sales Invoice Creation Without Sales Order" or "Allow Sales Invoice Creation Without Delivery Note" in the 


Customer Master. 


| E | Selling Customer fol Settings y Help~ 9% ry 
Praj Industries ¢ énabiea B<>  Menur 


Accounting Ledger = Accounts Receivable Create ~ Send GST Update Reminder 


DASHBOARD 


NAME AND TYPE 


Full Name @ Account Manager 


Praj Industries 


Comments ie) Customer Name in Arabic Customer Group 
Assigned To Commercial 
Assign + 

Type Territory 
Atachments Company v Ahemedabad 
Attach File + 

GST Category @ Tax ID 
Tags 
Adda tag Unregistered v 
Reviews Default Company Bank Account Tax Category 

as 


Shared With From Lead Allow Sales Invoice Creation Without Sales Order 


+ Allow Sales Invoice Creation Without Delivery Note 


Disabled 


2.3 Set Tax Withholding Category 

You can set the Tax Withholding Category to set up TCS against eligible customers. For more information, visit the Tax Withholding 
Category page. 

2.4 Default Currency and Price List_ 


ERP supports Multiple Currencies and Price Lists. 


You can set the default currency to be used for this customer in sales orders and sales invoices by selecting the appropriate currency in 
Billing Currency. 

Similarly, you can set the default price list to be used for this customer in sales orders and sales invoices by selecting the appropriate 
currency in Default Price List. 

2.5 Integration with Accounts_ 

Unlike many accounting software, you need not create a separate accounting ledger for each customer. By default a unified ledger 
named Debtors is created. 

However if you specifically need a separate ledger for a customer, first create the ledger under Accounts Receivable in the Chart of 
Accounts and then add it in ACCOUNTING section of the customer. 


Advanced Tip: ERP supports Multi-company Accounting. You can use the same customer records in multiple companies. Since an 


accounting ledger is company specific, you need to select the company and the corresponding ledger in ACCOUNTING section if you 
decide have separate accounting ledger for a customer. 

2.6 Credit Limit and Payment Terms_ 

You can set the credit limit by entering the amount in ‘Credit Limit' field. Read Credit Limit for more details. 

You can select the default Payment Terms to be applied in sales orders and sales invoices in ‘Default Payment Terms Template’ field. 


2.7 Sales Team and Sales Partner_ 
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If you have one or more Sales Person to manage the sales to the customer, you can add them in SALES TEAM section. If multiple sales 


person are involved you can split the contribution among them. Make sure that the sum of all sales persons contribution equals to 100%. 


Check Sales Persons in Sales Transaction for more details. 


A Sales Partner is a third party distributor / dealer / commission agent / affiliate / reseller who facilitates your products/services sales, for a 
commission. If you sell your products/services to the customer through a sales partner you can Set it in ‘Sales Partner’ field and mention the 
‘Commission Rate’ for calculation of commission. 
2.8 Loyalty Program_ 
If you would like offer a Loyalty Program to the customer, select the same in Loyalty Program field. 
2.9 View Accounting Ledger and Accounts Receivable_ 
Click on Accounting Ledger button to view all accounting transactions with the customer. 
Click on Accounts Receivable button to view the details of all outstanding invoices. 
2.10 Set Customer Id, Default Customer Group, Territory, and Price List_ 
You can set how a unique id should be generated each the customer in Selling Settings. 
e@ Naming Series: If you would like a unique id to be generated for each customer based on the naming series select 'Naming 
Series’ in Customer Naming By. 
e@ Customer Name: If customer name itself should be used as an id then select ‘Customer Name’ in Customer Naming By. In this 


case, if you create two customers with identical names, - 1 will be suffixed to the second customer. 


B > Selling > Customer >]J Q Search or type a command (Ctri + G) G Help v BS 
John Doe : Enabied Accounting Ledger Accounts Receivable Create ? < >|, alte Save 
Overview v 
Connections v 
2, Assigned To Name and Type 
+ 
Full Name * Account Manager 
@ Attachments John Doe 
Attach File + 
Type * Customer Group * 
vy Reviews Company . All Customer Groups 
+ 
PAN Territory * 
& Shared With All Territories 
+ 
Tax Withholding Category Tax ID 
® Tags 
Add a tag 
Default Company Bank Account Tax Category 


You can set the default customer group, territory and price list in Selling Settings. 


You can customize the Customer DocType using Customize Form tool. 
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SALES-CONTACT 


Contact represents a person. 


To access the Contact list, go to: 
Home > CRM > Sales Pipeline > Contact 
1. How to create a Contact_ 
1. Go to the Contact list and click on New. 


Enter First Name and Last Name. 


Enter contact details like email, phone, etc. 


OF we if 


Save. 


B > CRM > Contact >» Gary Mehigan-Innovative Chemicals Inc 


First Name * 


Gary 


G M Middle Name 


Last Name 


&. Assigned To ‘ 
Mehigan 


+ 
User Id 


@ Attachments 
Attach File + 
Address 
vw Reviews 
+ 
Sync with Google Contacts 


& Shared With 


+ 
Contact Details 

® Tags 

Add a tag Email IDs 


= Gary Mehigan-Innovative Chemicals Inc. - open 


You can also add a Contact from the Customer or Supplier record by clicking on 


A contact may be associated with a Lead, Customer, Supplier, Shareholder, Sales Partner or a User. 


You can also add contact as a standalone record without linking it to any of the entities listed above. 


Choose the status if the contact is passive, is open to contact or has replied. 


Q Search or type a command (Ctrl + G) Ga Help v BS 


Invite as User Links < < > 8 


Status 


Open 


Salutation 


Mr 


Designation 


Manager 


Gender 


Male 


Company Name 


“New Contact” button as shown below. 
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B > Selling > Customer > Innovative Chemicals Inc Q Search or type a command (Ctrl + G) rat Help v BS 


Innovative Chemicals Inc. - Enabiea Accounting Ledger Accounts Receivable Create ? < >a 
Currency and Price List ~ 
Address and Contact 
No address added yet 
Gary Mehigan- Manager Edit 


New Address 


Website New Contact 


Primary Address and Contact Detail 


Select, to make the customer searchable with these fields 


Customer Primary Contact Customer Primary Address 


Reselect, if the chosen contact is edited after save Reselect, if the chosen address is edited after save 


Mobile No 


When you have multiple contacts against an entity like customer/supplier, you can check ‘Is Primary Contact’ to indicate the preferred 
contact. The primary contact will be chosen automatically in transactions like sales order and sales invoice. 


To Import multiple contacts from a spreadsheet, use the Data Import Tool. 


2. Features_ 
2.1 Link a Contact to Multiple Entities" 
A contact may be linked to multiple customers or multiple suppliers. 


A contact can also be linked to customers and suppliers at the same time. 


B > CRM > Contact > Gary Mehigan-Innovative Chemicals Inc Q Search or type a command (Ctrl + G) G Help» BS 


= Gary Mehigan-Innovative Chemicals Inc. - open InviteasUser Links? << > @ 
Reference 
Links 
No. Link Document Type Link Name Link Title 


1 Customer Innovative Chemicals Inc. Innovative Chemicals Inc. @ Edit 
2 Customer Watson Plastics Inc. Watson Plastics Inc. @ Edit 


3 Supplier Bow Plastics Inc. Bow Plastics Inc. @ Edit 


Add Row 


Is Primary Contact 


Is Billing Contact 


More Information 


Department 


2.2 Invite the Contact as a User_ 


You can allow contacts of your customers and suppliers to log into your ERP system and view data relevant to them. Check Customer 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800895 


- 464 - 


43_bit oi _s 
mAN ENERGY 


Portal for more details on this. You can send an email invitation to a contact by clicking on ‘Invite as User’ button. 


B > CRM > Contact > Gary Mehigan-Innovative Chemicals Inc Q Search or type a command (Ctrl + G) G Help» BS 
= Gary Mehigan-Innovative Chemicals Inc. - open links? << > @ save | 
First Name * Status 
Gary Open . 
G M Middle Name Salutation 
Mr 
Last Name Designation 
2, Assigned To : 
Mehigan Manager 
+ 
User Id Gender 
@ Attach t 
(7 achments Male 
Attach File + 
Address Company Name 


vw Reviews 


+ 
Sync with Google Contacts 
& Shared With 
+ 
Contact Details 
Tags 
Add a tag Email IDs 


SALES- ADDRESS 


You can record the addresses associated with a Lead, Customer, Supplier, Shareholder, Sales Partner or a Warehouse. 
You can also add an Address as a standalone record without linking it to any of the entities listed above. 
To access the Address list, go to: 
Home > CRM > Address 
1. How to create an Address_ 
1. Go to the Address list and click on New. 
Select Address Type. 
Enter details in Address Line 1, Address Line 2, City/Town, County, State, Country. 


2 

3 

4. — Enter Email Address, Phone and Fax. 

5 Enter Link DocType and Link Name to link this address to customer, supplier etc. 
6 


Save. 
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B > CRM > Address > Innovative Chemicals Inc.-Billing 


= Innovative Chemicals Inc.-Billing | - Enabiea 


& Assigned To 


Address Title 
+ 


Innovative Chemicals Inc. 


@ Attachments 
Address Type * 


Attach File + 
Billing 
w Reviews 
Address Line 1 * 
+ 


557 Winifred Way 


& Shared With 
Address Line 2 


+ 
Capitol Avenue 
® Tags 
City/Town * 
Add a tag ... 
Indianapolis 
County 
0-Q0 FOLLOW 
You edited this State/Province 
just now - 
Indiana 
You created this 
1 minute ago Country * 


B > Selling > Customer > Innovative Chemicals Inc 


Address and Contact 


557 Winifred Way 
Capitol Avenue 
Indianapolis, Indiana 46202 


Website 


Primary Address and Contact Detail 


Select, to make the customer searchable with these fields 


Customer Primary Contact 


Reselect, if the chosen contact is edited after save 


Mobile No 


To Import multiple addresses from a spreadsheet, use the Data Import Tool. 


You can also add an Address from the Customer or Supplier record by clicking on 


= Innovative Chemicals Inc. - Enabiea Accounting Ledger Accounts Receivable Create > < > 8 


1. Innovative Chemicals Inc. (Billing) Edit 


Q Search or type a command (Ctrl + G) G Help» BS 


Links > < > @ 


Email Address 


Phone 


765-670-9953 


Fax 


Tax Category 


Preferred Billing Address 
Preferred Shipping Address 


Disabled 


“New Address” button as shown below. 


Q Search or type a command (Ctrl + G) a Help v BS 


Gary Mehigan- Manager Edit 


New Contact 


Customer Primary Address 


Reselect, if the chosen address is edited after save 


2. Features_ 
2.1 Link an Address to Multiple Entities _ 
An address may be linked to multiple customers or multiple suppliers. 


An address can also be linked to customers and suppliers at the same time. 
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& Assigned To 


+ 


@ Attachments 


Attach File 


vy Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


You edited this 


2 minutes ago 


You created this 
9 minutes ago 


2.2 Address Title_ 


FOLLOW 


B > CRM > Address > Innovative Chemicals Inc.-Billing 


= Innovative Chemicals Inc.-Billing | - Enaviea 


Reference 


ls Your Company Address 


Links 
No Link Document Type 
1 Customer 
2 Supplier 
3 Customer 
Add Row 


Add a comment 


Ctrl+Enter to add comment 


B > CRM > Address > Innovative Chemicals Inc.-Billing 


=|Innovative Chemicals Inc.-Billing } - cnabiea 


Address Title 


Innovative Chemicals Inc. 


Address Type * 


Billing 


Address Line 1 * 


557 Winifred Way 


Address Line 2 


Capitol Avenue 


City/Town * 


Indianapolis 


County 


State/Province 


Indiana 


Countrv * 


2.3 Preferred Billing Address and Shipping Address_ 


and Delivery Note transactions. 


Invoice and Delivery Note transactions. 


2.4 GST Localization for UAE_ 


Q Search or type a command (Ctrl + G) 


Link Name 


Innovative Chemicals Inc. 


Bow Plastics Inc. 


Watson Plastics Inc. 


If the address is not linked to any entity you need to manually add a title. 


Links > < 


Link Title 


Innovative Chemicals Inc. 


Bow Plastics Inc. 


Watson Plastics Inc. 


If the address is linked to an entity like a customer or supplier, the title is generated automatically in ‘Entity Name-Address Type’ format. 


Q Search or type a command (Ctrl + G) 


Email Address 


Phone 


765-670-9953 


Fax 


Tax Category 


Links < < 


Preferred Billing Address 


Preferred Shipping Address 


Disabled 


If you check ‘Preferred Shipping Address’, the address would be automatically added in the Shipping Address in Sales Order, Sales Invoice 


Similarly, if you check ‘Preferred Billing Address’, the address would be automatically added in the Billing Address in Sales Order, Sales 


If the customer or supplier has registered under GST, you can enter GSTIN and GST State in Address. Make sure GSTIN entered is in valid 


G Help» BS 


? Edit 
@ Edit 


@ Edit 


a Help» BS 
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format. 


B > CRM > Address >» Awesome Private Limted-Billing 


= Awesome Private Limted-Billing | - Enavies 


& Assigned To 


Address Title 
+ 


Awesome Private Limted 


@ Attachments 
Address Type * 


Attach File + 
Billing 
vw Reviews 
Address Line 1 * 
+ 


JP Nagar 


& Shared With 
Address Line 2 


- 
Near 15th Cross 
® Tags 
City/Town * 
Add a tag 
Bangalore 
County 
0-Qo FOLLOW 
You edited this State/Province 
just now 
Karnataka 
You created this 
1 week ago Country * 


B > Selling >» Sales Order > SAL-ORD-2021-00005 


= Awesome Private Limted  - pratt 


just now 


You created this Address and Contact ~ 


just now 
Customer Address 


Awesome Private Limted-Billing 


Billing Address GSTIN@ 


29AAECS8097E1ZV 


Address 


JP Nagar 

Near 15th Cross 

Bangalore 

Karnataka, State Code: 29 
India 

GSTIN: 29AAECS8097E1ZV 


Contact Person 


Company Address Name 


Unico Plastics PVT. LTD.-Billing 


Company GSTIN @ 


In sales transactions along with address, GSTIN is also fetched. 


° 


Q Search or type a command (Ctrl + G) 


Links ¢ 


Email Address 


Phone 


Fax 


Tax Category 


Party GSTIN@ 


29AAECS8097E1ZV 


GST State @ 


Karnataka 


GST State Number @ 


29 


Preferred Billing Address 


Q Search or type a command (Ctrl + G) 


Get Items From 


Shipping Address Name 


Awesome Private Limted-Billing 


Customer GSTIN @ 


29AAECS8097E1ZV 


Place of Supply @ 


29-Karnataka 


Shipping Address 


JP Nagar 

Near 15th Cross 

Bangalore 

Karnataka, State Code: 29 
India 

GSTIN: 29AAECS8097E1ZV 


Territory 


All Territories 


You can also add addresses of your own company's facilities. Check 'Is Your Company Address’, select Company in Link DocType, and 


Company Name in Link Name for such addresses and you can select them in GST Sales Invoice to print your own address. 
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B > CRM > Address > Unico Plastics PVT. LTD.-Billing Q Search or type a command (Ctrl + G) Gi Help ~ BS 
= Unico Plastics PVT. LTD.-Billing | ~ Enaviea links? << > @ 
Reference 
Is Your Company Address 
Links 
No. Link Document Type Link Name Link Title 
1 Company Unico Plastics PVT. LTD. Unico Plastics Inc. @ Edit 


Add Row 


Add a comment 


Ctrl+Enter to add comment 


Comment 


GSTIN is to be added in Address and not in Customer/Supplier, as one Customer/Supplier may have multiple GSTIN (one for each state 


where he conducts his business). 


SALES- APPOINTMENT 


An appointment is a prearranged meeting between a Lead and an Employee of your Company. 


Appointment document type can be used to schedule and manage interaction with a Lead or an Opportunity. 


To access Appointment list, go to: 
Home > CRM > Sales Pipeline > Appointment 
1. Prerequisites" 


1. Appointment Booking Settings 


Holiday List 


Employee 
Lead 


OT Pe Me 


Email 
2. How to create an Appointment_ 

1. Goto Appointment list, click on New 

2 Select scheduled time of the appointment 

3. Enter customer details 

4 In linked documents, if you have already created a Lead for the Customer you can set it here. Otherwise the system will 
automatically create a new lead with the customer details from previous step. 


5. Save. 
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B > CRM > Appointment > new-appointment-1 Q Search or type a command (Ctri + G) Ga Help» BS 


= New Appointment. - so: saves 


Scheduled Time * 
05-07-2021 10:00:00 

America/Adak 

Status * 


Open 


© 


Customer Details 


Name * Details 


John Doe 


Phone Number 


765-670-9953 


Skype ID 


Email * 


john.doe@company.com 


2.1 Creating appointments via website_ 
Your Customers/Leads can create appointment using the webpage yoursitename.com/book appointment. 


First they need to set a date, time. 


Unico Plastics Inc. Contact Blog _— Products Login 
Book an appointment 
Select Time 
10/05/2021 o US/Pacific 


12:00 PM 2:00 PM 3:00 PM 4:00 PM 5:00 PM 
to 1:00 PM to 3:00 PM to 4:00 PM to 5:00 PM to 6:00 PM 
Your email address... Get Updates 
© Unico Plastics Inc. Powered by ERPNext - ERP Software for Distribution Companies 


Then, add more details: 
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Unico Plastics Inc. Contact Blog Products Login 


Add details 


Selected date is May 10th 2021 at 1:00 PM 


John Doe 

712-738-8060 
john.doe@skype.com 
john.doe@innovative.com 


Appointment for product demo. 


Your email address. Get Updates 
It'll match the customer email with leads in the system and if one is found, it is linked with the document. If no lead is found, the appointment 
is marked as "Unverified" and an email is sent to the customer to confirm their email 
3. Features_ 
3.1 Autoassign_ 


Appointments are automatically assigned to employees as per the Agents list in Appointment Booking Settings. The agent with the least 


number of assignments for the day of the appointment and who is free in the scheduled time is assigned to the appointment. 
3.2 Email confirmation_ 
If there is no matching lead in your system, an email will be sent to the email address in the appointment to confirm if the email address is 


valid. Upon confirmation, a new Lead will also be created in the system along with the Appointment. 


CRM REPORTS 


CRM module's reports feature helps users get the information about the prospects. Using the following reports, an ERP user can analyze 
the data about a prospect's history with a company and will help users build strong relationships with the prospects. These are a collection 
of reports under CRM > Reports. 

1. Lead Details_ 


This report provides lead name, address, contact details, lead source, territory, and other details. 


bel 0 P.O.Box 128448, Dubai, United Arab Emirates 
mAN ENERGY - 471 - man.energy 800696 


B > CRM Q Search or type a command (Ctrl + G) Ga Help v BS 

Lead Details Create Card SetChat G 
Unico Plastics Inc. 05-07-2010 05-07-2022 Status = erritory 

Lead Lead Name Status Lead Owner Territory Source Email Mobile Phone Owner Con 

4 CRM-LEAD-2021-0.... Marco White Opportunity anthony.mill... All Territories © Mass Mailing marco.white@i... basawaraj@erp... Unic 

2  CRM-LEAD-2021-0... Globex Corpor... | Opportunity anthony.mill... All Territories © Mass Mailing corporate@glo... basawaraj@erp... Unic 

3  CRM-LEAD-2021-0... Soylent Corp Lead bella.alsop... All Territories Existing Custo... | sales@soylent... basawaraj@erp... Unic 

4  CRM-LEAD-2021-0... _ Initech Inc. Lead bella.alsop... All Territories — Exhibition corporate@init... basawaraj@erp... Unic 


5 CRM-LEAD-202 


. | Massive Dyna... Lead grace@unic... All Territories Reference sales@massive... basawaraj@erp... Unic 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.004676 sec 


2. Sales Funnel_ 

By using the sales funnel report, and by quantifying the number of prospects at each stage of the process, you can get an idea of your 
potential customers. 

For more details check Sales Funnel. 

3. Prospects Engaged But Not Converted_ 

Using this report, user gets the information about the leads who have shown interest in the business with you but due to some reason they 


were not converted into the customers. 
B Q Search or type a command (Ctri + G) G Help ~ €é 
Prospects Engaged But Not Converted Download Report SetChart CreateCard Go 


Lead 1 60 


® This report was generated 1 year ago. To get the updated report, click on Rebuild. See all past reports. 


Lead Name Organizati... Reference Docum... Reference Na... Last Communication Last Communication D... 
1 Lead-19-1.... Favour Downtown... | Opportunity OPP-19-06019 Reply: Re: Reply: ERPNextE... 18/03/2020 14:24:19 
2 Lead-19-1...  Avpn Opportunity OPP-19-06014 Hello, | don't see Manufacture r 18/03/2020 10:44:51 
3 Lead-19-1.... Dustin Krieg... RedPill Livin... Opportunity OPP-19-06013 Wehave received yourmessag 18/03/2020 14:28:37 
4 Lead-19-1... Asif Itech lubric... Opportunity OPP-19-06001 Sir last question does this mobi 17/03/2020 16:15:05 
5 Lead-19-1... Universalco... Opportunity OPP-19-05999 Hi, Kenneth 17/03/2020 14:50:29 
6 Lead-19-1... Jillian Issue ISS-2019-110.... No. We did not use a biometric: 18/03/2020 13:50:03 
7 Lead-19-1... Khizer Shujra Opportunity OPP-19-05990 Hi Faraz, 17/03/2020 15:49:22 
8 Lead-19-1... Vertigosolut... Opportunity OPP-19-05983 Howit will install 17/03/2020 16:42:35 
9 Lead-19-1... Techykeeday Opportunity OPP-19-05972 Hi, 16/03/2020 23:38:54 
10. ~=Lead-19-1... Saif Opportunity OPP-19-05971 Hello, 16/03/2020 22:46:25 
a4 lead-19-1 Antandalah Onnartunity OPP-19-N595R Halla TRINAI2NIN 19:73:40 


4. Minutes to First Response for Opportunity_ 

In this internet era, we all expect a quicker response time to any of our queries. This report gives you the details about time taken by sales 
executives for response to an opportunity. Lesser the average time for first response the better. 

You can input the date range for which you would like to analyse the minutes to first response. The line graph is shown on the top and date 


wise details at the bottom. 


5. Inactive Customers_ 
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B > Selling 


Customer 


Inactive Customers 


Sales Order 


Customer Na... 


Territory 


Customer Gr... 


Number of Or... 


Total Order V... 


This report shows the list of customers who have not purchased since specific number of days. You can mention the number of days in 


‘Days Since Last Order' filter. Also you can mention if Sales Order or Sales Invoice is to be considered in DocType filter. 


Q Search or type a command (Ctrl + G) 


Total Order Conside... 


Create Card 


Last Order Amount 


G Helpy BS 
Set Chart Gi\- 


Last Order Date 


1 Awesome GmbH Awesome GmbH All Territories All Customer G... 1 $ 3,000.00 $ 3,000.00 $3,000.00 05-01-2021 
2. Orange Inc. Orange Inc. All Territories All Customer G... 2 $ 42.00 $ 42.00 $32.00 05-02-2021 
3 Sysco Inc. Sysco Inc. All Territories All Customer G... 1 $ 35,000.00 $ 35,000.00 $35,000.00 04-18-2021 
4 Tech GmbH Tech GmbH All Territories All Customer G... 1 $ 3,000.00 $ 3,000.00 $3,000.00 05-01-2021 
5 Unique Inc. Unique Inc. All Territories All Customer G... 1 $ 90,000.00 $ 90,000.00 $90,000.00 05-01-2021 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.007536 sec 


6. Address And Contacts_ 
Select Customer in ‘Party Type’, the report will show address and contact details of all customers. 


You can also select specific customer in ‘Party Name’ and report will show address and contact detail of that specific customer. 


B > CRM Q Search or type a command (Ctrl + G) Gi Help ~ BS 
Address And Contacts Create Card © SetChart  G 
Customer Party 
Customer Customer Group Address Lin... Address Line 2 City State Postal Code Country ls Primary Address First Name Last Name Phone Mobile \. 

1 Awesome... All Customer Groups JP Nagar Near15thCross Ban... Karn... India 

2  Orangelnc. All Customer Groups Baker Street 5th Avenue Mal... 90274 United... Tom Hanks 

3 United Bi... All Customer Groups 4744 Thrash ... Tyler Texas 75702 United... Lesley W Archibald 

4  Uniquelnc. All Customer Groups 3993 Gore Str... Sug... Texas United ... 

5 Excellent... All Customer Groups 2906 Lauren ... 1055 = lowa lowa United ... 

6  Syscolnc. All Customer Groups 1518 Bluff Str... Laurel Mar... Mary... United ... 


7. Lost Opportunity_ 


This report provides Lost Opportunity details like opportunity from, party, customer name, lost reasons, sales stage, territory, and other 


details. 
B > CRM Q Search or type a command (Ctrl + G) a Helpy BS 
Lost Opportunity CreateCard © SetChart G 
Unico Plastics Inc. 05-09-2020 05-09-2022 Lost Reasor Territory )pportur 
ar h ntact B 
Opportunity Opportunity Fr... Party Customer/Lead N.. Opportunity Ty... Lost Reasons Sales Stage Territory 
1 CRM-OPP-2021-00001 Lead CRM-LEAD-2021-00... Innovative Chemical... Sales Product - Requirement Gap Prospecting All Territories 
2  CRM-OPP-2021-00002 Lead CRM-LEAD-2021-00.... Massive Dynamic inc. Sales Pricing Prospecting All Territories 
3  CRM-OPP-2021-00003 Lead CRM-LEAD-2021-00... Globex Corporation Sales Lost to Competition Prospecting All Territories 
4  CRM-OPP-2021-00004 Lead CRM-LEAD-2021-00... Soylent Corp Sales Pricing Prospecting All Territories 
5 CRM-OPP-2021-00005 Lead CRM-LEAD-2021-00... _ Initech Inc. Sales Lost to Competition Prospecting All Territories 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.002796 sec 
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SETUP- CRM SETTINGS 


CRM Settings is where you can define properties, configuration, and validation which will be applied to the masters and involved in the 
pre-sales. 

To access CRM Settings, go to: 

Home > CRM > Settings > CRM Settings 


Lead_ 


= CRM Settings = 


2. Assigned To 
Lead 
+ 


Allow Lead Duplication based on Emails Create Event on Next Contact Date 


@ Attachments 
Auto Creation of Contact 
Attach File + 


1. Allow Lead Duplication based on Emails 

If this is enabled, the system will allow users to create multiple leads with the same email address at the same time. 

2. Create Event on Next Contact Date_ 

The system will auto-create an event doc for the next contact date of the Lead. 

3. Auto Creation of Contact_ 

The system will automatically create a Contact doc on the creation of a Lead. Which will link to that newly created lead. 


Opportunity_ 


= CRM Settings a 
ae 

& Shared With Opportunity 

+ Close Replied Opportunity After Days Create Event on Next Contact Date 


21 


aoa Sena Auto close Opportunity Replied after the no. of days mentioned above 
1. Close Replied Opportunity After Days_ 
If there are many Opportunities having a status other than Open, then they will be auto-closed after the no. of days mentioned in this 
field. 
2. Create Event on Next Contact Date_ 


The system will auto-create an event doc for the next contact date of the Opportunity. 


Quotation_ 
= CRM Settings a 
You edited this 
1 month ago Quotation 
Mou cieatedit lis) Default Quotation Validity Days 
1 month ago 
20 


1. Default Quotation Validity Days_ 
Quotations to the customer are valid only for certain days. In the Quotation, you can update Valid Till Date manually. By default, the Valid 
Till date is auto-set as 30 days from the Quotation's Posting Date. You can change the no. of days in this field as per your business case. 


Other Settings_ 
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= CRM Settings se 
4 weeks ago 
Other Settings 
You created this 
5 months ago Campaign Naming By Carry Forward Communication and Comments 


Naming Series 2 All the Comments and Emails will be copied from one document to another newly 
created document(Lead > Opportunity > Quotation) throughout the CRM 


: documents. 
Contract Naming By 


Party Name 2 


1. Campaign Naming By_ 

Just like for Customer, you can also configure the naming methodology for the Campaign master. By default, a campaign will be saved 
with Campaign Name. 

2. Contract Naming By_ 

Just like for Campaign, you can also configure the naming methodology for the Contract master. By default, a campaign will be saved 
with Party Name. 

3. Carry Forward Communication and Comments_ 

If this is enabled, When converting a Lead into Opportunity and Opportunity to Quotation, the system will auto copy the emails and 


comments from the source document. 


SETUP- LEAD SOURCE 


A Lead Source is a source from which the leads are generated. 


It is important to track the source from which you are getting the leads. This will help in measuring the effectiveness of marketing 


campaigns and allocate the budgets accordingly. 


To access the Lead Source list, go to: 


Home > Selling > Settings > Lead Source 


1. HOW TO CREATE A LEAD SOURCE 


1. Go to the Lead Source list, click on New. 
2. Enter ‘Source Name’. 


3. Enter ‘Details’. 


Typical lead sources are contact forms on your website, marketing campaigns, events, references, ads on social media etc. 
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2 Assigned To 


Details 
a 


Normal : BIUVU k A ® 9 <P ®@a EE = Se i 
@ Attachments 


Attach File + Campaign on new products launched. 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


0-Q0 FOLLOW 


You edited this 


Administrator created this 
4 weeks ago 


SETUP- OPPORTUNITY TYPE 


Opportunity Type indicates the broad category of opportunity like Sales, Support, Maintenance, Partnership etc. 
Adding the appropriate opportunity type helps in assigning the opportunity to the right sales executive. 
To access the Opportunity Type, go to: 
Home > CRM > Settings > Opportunity Type 
1. How to Create an Opportunity Type_ 
1. Goto the Opportunity list and click on New. 
2. Enter ‘Name’. 


3. — Enter ‘Description’ 
B > CRM > Opportunity Type > new-opportunity-type-1 Q Search or type a command (Ctrl + G) ray 
= New Opportunity Type - nor saves 


Name * 


Sales Opportunity. 


Description 


Sales Opportunity. 


B > CRM > Lead Source >» Campaign Q Search or type a command (Ctrl + G) G 


= Campaign « > 8 


Help» BS 
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SETUP- SALES STAGE 


A Sales Stage indicates the level at which an opportunity is in the sales cycle. 
Generally high values deals go through a number of stages before the sale is concluded. You will have to nurture high value opportunities 
over a period of time before you can successfully close a sale. 
You can create the sales stages and in each opportunity you can select the stage it is in and update it as you nurture the opportunity. This 
helps you getting an overview of how many opportunities you have in each stage. 
To access Sales Stage, go to: 
Home > CRM > Settings > Sales Stage 
1. How to Create a Sales Stage_ 
1. Goto the Sales Stage and click on New. 


2. Enter the Stage Name. 


B > CRM > Sales Stage > new-sales-stage-1 Q Search or type a command (Ctrl + G) Gi Help v BS 


New Sales Stage ~ Not savea 


Stage Name 
Negotiation/Review 


Negotiation/Review already exists. Select another name 


SETUP- SALES PERSON 


Sales Person is a person who sells your products/services. 
Sales Persons are created in hierarchical manner in ERP. You can create sales persons and add other sales persons under the main sales 
persons. 
To access the Sales Person list, go to: 
Home > Selling > Selling > Sales Person 
It can also be accessed from: Home > CRM > Settings > Sales Person 
1. How to Create a Sales Person_ 
1. Go to the Sales Person list and clic on New. 
2. Enter the Sales Person Name. 
Select the Employee for the Sales Person. 


Tick ‘Group Node’ checkbox, if you would like to add more Sales Person under this Sales Person. 


a FF w 


Click on 'Create New'. 
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B > Selling Q Search or type a command (Ctrl + G) G Helpy BS 
Sales Person Tree Expand All = 
Q 


&S Sales Team 
o Anthony Miller 


(© Shane Watson 


2. Features_ 
2.1 Sales Person in Transactions_ 


You can use Sales Person sales transactions like Sales Order, Delivery Note and Sales Invoice. Read Sales Persons in Sales Transactions for 


more details. 
2.2 Assign Sales Targets to Sales Person_ 


You can assign sales target for sales person and track the progress. Read Sales Person Target Allocation for more details. 


SETUP- CUSTOMER GROUP 


Customer Group is an aggregation of customers that are similar in some way. 
Customer groups allow you to organize your customers. Typically Customers are grouped by market segment based on the domain in 
which a business operates. Customer Groups are created in hierarchical manner in ERP. You can create a main customer group and add 
sub customer groups under it. 
You can define a price a list which will be automatically applied to all customers belonging to that group. You can also get trend analysis 
for each group. Individual, Commercial and Government customer groups are created by default. You can add your own customer groups 
based on your requirement like retail, wholesale etc. 
1. How to Create a Customer Group_ 

1. Goto CRM > Settings > Customer Group. 

2. Click on a parent customer group like 'All Customer Groups’. 
Click on ‘Add Child’. 
Enter ‘Customer Group Name’. 


Tick ‘Group Node' if you would like to add sub customer groups under this. 


a ao FF w& 


Click on 'Create New'. 
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B > Selling >» Customer Group >» Commercial Q Search or type a command (Ctrl + G) a Help v BS 


= Commercial <)> 8 


&. Assigned To 


Parent Customer Group Default Price List 


+ 
All Customer Groups 
@ Attachments 


Is Group Default Payment Terms Template 
Attach File + 
Only leaf nodes are allowed in transaction 
vy Reviews 
+ 


& Shared With Default Receivable Account 


+ 


Accounts 
Mention if non-standard receivable account applicable 
® Tags 
Adda tag No. Company Account 
. FOLLO 
0 te) OLLOW No Data 
Administrator edited this Add Row 


4 weeks ago 


Administrator created this 
4 weeks ago 


Tip: If you think all this is too much effort, you can leave it at “Default Customer Group” . But all this effort, will pay off when you start 


getting reports. An example of a sample report is given below: 


Q Search or type a command (Ctrl + G) G Help v BS 


B > Selling Q 


Sales Analytics Create Card  SetChart | AddCharttoDashboard CG 
Customer Group Sales Invoice = Value 01-01-2021 12-31-2021 Unico Plastics Inc. 
Monthly 

1000000 

,000000 

1000000 

,000000 
0 

Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 
Customer Group Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 Jul 2021 Aug 2021 Sep 
i 1 vy AllCustamerGran 7 ABN AANANN AN ABN AAN ANA 12 Aa5N.NAN AAA 147 225 RON 4n 592 ann anna anna nanan 


2. Features_ 
2.1 Assign Credit Limit, Default Price List, and Default Payment Terms Template_ 


You can assign the credit limit, Price List, and Payment Terms and they will be automatically applied when a customer belonging to the 


customer group is selected in sales transactions like Sales Order and Sales Invoice. 


2.2 Default Receivable Account_ 


You need not create a separate accounting ledger for each customer in ERP. Read Common Receivable Account for more details. 


If you need a separate receivable account for a customer, you can add the same in ‘Default Receivable Account’ section. 
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SETUP- EMAIL GROUP 


An Email Group is a list of subscriber email IDs to which you send newsletters. 
You can manage subscribers by grouping them into different groups. 
You can group existing and potential customers into different groups based on their territory or products they are interested in. You can 
group the email ID of all employees so that you can share information with them. 
To access the Email Group list, go to: 
Home > Settings > Email > Email Group 
1. How to Create an Email Group_ 
1. Goto the Email Group list and click on New. 
2. — Enter ‘Title’. 
3 Click on ‘Save’ 
4. Click on Action > Add Subscribers. 
5 Enter Email Addresses. 
6. — Click on ‘Add’ 
2. Features_ 
2.1 Import Email IDs from Transactions 
You can import email IDs from existing transactions. 
Click on Action > Import Subscribers and select a transaction like Lead. Click on Import and all the email IDs mentioned in the email IDs will 
be imported. 
2.2 Email Templates_ 
You can specify the confirmation email and welcome email template for the email group. A confirmation email will be sent to confirm a 
person's subscription to your newsletter. The welcome email is sent when the person confirms their subscription to your email newsletter. 
Confirmation Email Template: This email template is used to replace the default template sent for newsletter subscription. The confirmation 
email generated via this template is sent when someone subscribes to the Email Group Website. Welcome Email Template: Whenever a 


subscriber is added to an email group after confirmation, the email template set here will be sent to them. 


B > Email Group >» Newsletter Subscribers Q Search or type a command (Ctrl + G) ray Help» BS 
= Newsletter Subscribers Action? < > Qo Save 

&. Assigned To 

+ Connections ~ 


’ Members 
9 Attachments 


@) Email Group Member + 


Attach File + 
vy Reviews 
+ 
Total Subscribers 
% Shared With 10 
+ 
Confirmation Email Template 
Tags Newsletter Subscription Confirmation 
Add a tag 
Welcome Email Template 
Newsletter Subscription Welcome Message 
O- te) FOLLOW 
You edited this 


Add acomment 


You created this 
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SETUP- CONTRACT 


A contract is a legally binding agreement between a Supplier and a Customer over the sale or products or services. 
A contract is legally enforceable because it meets the requirements and approval of the law. An agreement typically involves the exchange 
of goods, services, money, or promises of any of those. 
To access the Contract list, go to: 
Home > Sales Pipeline > Contract 
1. How to Create a Contract_ 
1. Go to the Contract list and click on New. 
2. Choose the Customer. 


3. Enter the Contract Terms. A template can also be created for easily fetching the terms. 


4. Save. 
B > CRM > Contract > Innovative Chemicals Inc Q Search or type a command (Ctrl + G) G 
Innovative Chemicals Inc. - Active <||>||@ 
& Assigned To 
Party Type * Party Name * 
+ 
Customer Innovative Chemicals Inc. 
@. Attachments 
Signed Party User 
Attach File + 
anthony.miller@unico.com 
vy Reviews 
+ 
3 Shared With Contract Period 
a Start Date End Date 
® Tags 01-01-2021 12-31-2021 
Add a tag 
Signee Details 
0-Qo FOLLOW 
Signee 
You edited this 
You created this Signed On 


just now 


Party User: The employee from your Company who is in contact with the Customer. 

1.1 Statuses_ 
e@ — Unsigned: The Contract has not yet been signed by the Customer. 
e Active: The Contract has been signed and is active under the Contract Period. 
e@ Inactive: The Contract is out of the Contract Period and not valid anymore. 

2. Features_ 

2.1 Contract Period_ 

The Start and End date within which the Contract is valid. 

2.2 Signee Details_ 


This section will appear when the ‘Signed’ checkbox is ticked to indicate that the Customer has signed and accepted the Contract. 


Help =] BS 


Cancel 
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B > CRM > Contract > Innovative Chemicals Inc Q Search or type a command (Ctrl + G) G Helpy BS 


= Innovative Chemicals Inc. - active < > B = Cancel 


Signee Details 


0-Qo FOLLOW 
Signee 
You edited this Grace Hopper 
You created this Signed On 


2 minutes ago 


05-10-2021 01:26:45 


America/Adak 


Contract Details ~ 


Fulfilment Details 


Requires Fulfilment 


Authorised By 


e@ — Signee: Enter the name of the person that has signed the Contract. 
@ — Signed On: The date on which the Contract was signed. 
2.3 Contract Details_ 
Enter the terms of the Contract in the Contract Terms field. You can create a Contract Template and the template can be selected to fetch 
the Contract Terms. 
2.4 Fulfilment Details 


If the Contract requires some fulfilment from the Supplier's (your) end, their details can be recorded in the Fulfilment Terms table. 


B > CRM > Contract > Innovative Chemicals Inc. - Standard Contract Terms Agreement Q Search or type a command (Ctrl + G) Gi Help» BS 


= Innovative Chemicals Inc. - Standard Contract Te... = active < > B Cancel 


Fulfilment Details 
Requires Fulfilment 
Fulfilment Deadline 


12-31-2021 


Fulfilment Terms 


No Fulfilled Requirement Notes 
1 Requirement Assessment Assessment of requirement specifications as per the @ Edit 
2 Sample Production Sample Production and confirmation @ Edit 
3 iv) Sample Testing Testing 2 Edit 
4 Manufcaturing Manufacturing commission and ramp up @ Edit 
5 Quality Testing Quality assurance @ Edit 
6 Installation Installation on site @ Edit 
Add Row 


e@ = Requirement: Enter a requirement that needs to be fulfiled. For example, ‘installation’. 


e = Notes: Any notes about the requirement can be entered here. 


2.5 Contract Template_ 
A contract template is a standardized outline of a contract without the specifics involved. You can create a new template by going to: 


Home > CRM > Contract Template 


P.O.Box 128448, Dubai, United Arab Emirates i 
man.energy 800696 - 482 - mMmAN ENERGY 


You can create templates by using Jinja. Eg: 
The parties enter into ¢h/s contract on {{ start_date }}. 


When you create a new contract using this template, the {{ start_date }} is replaced by the date entered into the field of the same name. 


B > CRM > Contract Template >» Standard Contract Terms Q Search or type a command (Ctrl + G) G Help v BS 


® 


= Standard Contract Terms <}l> 16 


& Assigned To 


Contract Terms and Conditions 
Er 


Normal > BIUR AK OP &8B FEE LE able: 
@ Attachments 


Attach File + The parties enter into this contract on {{ start_date }}. 


wineviewe The contract is between Unico Plastic Inc. and {{ party_name }} referred to as {{ party_type }}. 


fy 


& Shared With 


+ 


® Tags 


Add a tag 


0: 0 FOLLOW 


2.6 References_ 
If the Contract can be linked to a transaction in ERP. Select the transaction type and the specific transaction. The documents that can be 
linked are: 

@ ~§=Quotation 

e Project 

e Sales Order 

e Purchase Order 

e Sales Invoice 


e Purchase Invoice 


B > CRM > Contract > Innovative Chemicals Inc. - Standard Contract Terms Agreement - 1 Q Search or type a command (Ctrl + G) G Help v BS 
= Innovative Chemicals Inc. - Standard Contract Te... + pratt (|> @ |» 


References ~ 


Document Type Document Name 


Quotation Ks SAL-QTN-2021-00002 
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SETUP- APPOINTMENT BOOKING SETTINGS 


You can find all settings related to booking appointments in Appointment Booking Settings. 


B > CRM > Appointment Booking Settings Q Search or type a command (Ctrl + G) G Help» BS 
Appointment Booking Settings me Save 
Enable Appointment Scheduling 
+ 
@ Attachments 
Attach File + Agent Details 
‘ Availability Of Slots 
vw Reviews 
+ No Day Of Week From Time To Time 
} Shared With 1 Monday 10:00:00 16:00:00 2 Edit 
+ 2 Tuesday 10:00:00 16:00:00 @ Edit 
3 Wednesday 10:00:00 16:00:00 @ Edit 
0 0 FOLLOW 4 Thursday 10:00:00 16:00:00 @ Edit 
5 Friday 10:00:00 16:00:00 @ Edit 
You edited this 
just now Add Row 
Administrator created thi 
weeks ago Agents * 
anthony.miller@unico.com x grace@unico.com x 


bella.alsop@unico.com 


1. Enable Appointment scheduling 

This checkbox will enable appointment scheduling and also enable the /book_appointment Route for website users (your customers). Your 
customers will see a portal view. To know more, visit the Appointment Page 

2. Agent Details" 

n this section, you can add details about agents, such as their working hours and holidays. 

2.1 Availability of Slots. 

Here you can set the timing in which your agents are available to attend an appointment. This is set per day of the week. Each row represents 
a continuous block of time, you can have multiple entries for each day of the week. 


For example if your agents work Monday to Friday, 9am to 5pm but with a lunch break at 1.30 for half and hour. You will need to create 


wo entries for each day. One from 9am to 1.30pm and another from 2pm to 5pm. 

2.2 Agents_ 

This is the list of agents which will be autoassigned to appointments. The number of appointments which can exist in one timeslot also 
depends upon the number employees in this list. 

2.3 Holiday list_ 

You can link a (holiday list)[https://ERP.com/docs/v13/user/manual/en/human-resources/holiday-list] here to apply to the appointment 
schedule. If the day is a holiday, scheduling an appointment on that day won't be allowed. 

3. Appointment Details 

This section contains details about the appointment themselves. 

3.1 Appointment Duration in minutes_ 

The duration of appointment in minutes. This is used to calculate appointment timeslots for the web portal. Changing this does not affect 
the appointments created before the change. 

3.2 Notify Via Email_ 

Enabling this checkbox will send an email to the participants of the appointments i.e. your employee and the customer on the day of the 
appointment. Changing this checkbox does not affect the appointments created before the change. 


3.3 Number of days appointment can be books in advance_ 
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This is the number of days the appointment can be booked in advance. If the Holiday List provided above ends before the date calculated 
using this number, appointment scheduling will be stopped at the end of holiday list end. 

4. Success settings 

4.1 Success Redirect URL_ 

This is the URL where the user will be redirected on creation of successful appointment creation via Web Portal. This redirect will not occur 
when creating appointments from within Desk UI. Leave blank for home. This is relative to site URL, for example "about" will redirect to 


“https://yoursitename.com/about" 


MARKETING-_ CAMPAIGN 


A Campaign is a full-scale implementation of a sales strategy to promote a product or service. 
This is done in a market segment of a particular geographical area to achieve specified objectives. 
To access Campaign, go to: 


Home > CRM > Campaign > Campaign 


B > Selling >» Campaign > Expo 2020 Q Search or type a command (Ctrl + G) a Help v BS 
2 Expo 2020 View Leads < > eo 
©, Assigned To 
+ Connections ~ 
Email Campaigns Social Media Campaigns 
@ Attachments ee ee 
Email C Social Media Post EL 
Attach File + Leese asl : 
vw Reviews 
+ 
Campaign 
3 Shared With 
Campaign Name * 
+ 
Expo 2020 
D Tags 
Add a tag 
Campaign Schedules 
0-00 Seis Campaign Schedules 
No. Email Template Send After (days) 
You edited this 
just now 1 Make Most Out of Expo 2020 1 @ Edit 


You created this Add Row 


jus 


1. How to Create a Campaign_ 
1. Goto the Campaign list, click on new. 
2. Enter a name for the campaign. 
3. Enter a description to describe what the campaign is about. 
4. Save. 
2. Features_ 
2.1 Tag Campaign in Lead, Opportunity, and Quotation_ 
When a marketing campaign generates a lead or an opportunity, you can tag the campaign while creating the Lead or Opportunity. You 
can also tag the campaign in Quotation. 


This helps in assessing the effectiveness of a marketing campaign by calculating the return on investment. 
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B > CRM > Lead > CRM-LEAD-2021-00003 


= Soylent Corp * Opportunity 


° Person Name 
& Assigned To 


+ Soylent Corp 
@ Attach t Organization Name 
achments 
Soylent Corp 


Attach File + 
Email Address 
vw Reviews 
+ sales@soylentcorp.com 


& Shared With 


+ 


® Tags 


Add a tag... 


0-Qo FOLLOW 


You edited this 
just now 


2.2 View Leads Generated by a Campaign_ 


B > Selling > Campaign > Expo 2020 


= Expo 2020 


& Assigned To 


Fa Connections ~ 


@ Attachments 


Attach File + Campaign 
vw Reviews Campaign Name * 
+ Expo 2020 


& Shared With 


You created this 
18 minutes ago 


1. Click on 'View Leads’ button in the campaign. 


+ 
Campaign Schedules 
® Tags 
Campaign Schedules 
Add a tag 
No. Email Template 
1 Make Most Out of Expo 2020 
90-Q0 FOLLOW 
2 Expo 2020 - Five Days To Go! 
You edited this 3 All Set For Expo 2020? 
just now 
Add Row 


2. You will see a filtered list of leads made against the campaign. 


3. You can also create new leads against the campaign by clicking on 'New' 


Q Search or type a command (Ctrl + G) G Help ~ BS 


Create > < > & | save | 


Lead Owner 


bella.alsop@unico.com 


Status * 


© 


Opportunity 


Designation 


Gender 


Source 


Existing Customer 


From Customer 


Campaign Name 


Expo 2020 


Q Search or type a command (Ctri + G) G Help v BS 


Send After (days) 


1 @ Edit 
3 @ Edit 
5 @ Edit 
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man.energy 800895 
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B > CRM 


= Lead 


Filter By 


Assigned To Ps 


Created By 2 


Edit Filters 


Tags 


Show Tags 


Save Filter 
Filter Name 


Show Saved 


= Expo 2020 - Not Saved 


@ Attachments 


Attach File + 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


0-Qo FOLLOW 


You edited this 
15 minutes ago 


You created this 
16 minutes ago 


as follows: 


Title 


) Initech Inc. 


) Massive Dynamic Inc. 


) Globex Corporation 


Soylent Corp 


20 100 


B > Selling >» Campaign > Expo 2020 


Campaign 


500 


2.3 Set up email schedules for Email Campaigns_ 


Campaign Name * 


Expo 2020 


Campaign Schedules 


Campaign Schedules 


No. 


Add Row 


Description 


Email Template 


Make Most Out of Expo 2020 


Expo 2020 - Five Days To Go! 


All Set For Expo 2020? 


Organization Name 


Initech Inc. 


Massive Dynamic Inc. 


Globex Corporation 


Soylent Corp 


Q Search or type a command (Ctrl + G) G Help ~ BS 


Lead Owner Name 4o0f4 
bella.alsop@unico.com CRM-LEAD-2021-000... now ®o 
grace@unico.com CRM-LEAD-2021-000... now 81 
anthony.miller@unico.... CRM-LEAD-2021-000... now &O0 
bella.alsop@unico.com CRM-LEAD-2021-000... now ®o0 

Q Search or type a command (Ctri + G) G Help v BS 


= List View > G 


= 2 filters =1 Last Modified On 


If you want to carry out a campaign using emails for your leads or contacts, Email Campaign serves the purpose. 


You will have to set up a schedule for the campaign. Click on ‘Add Row' to add an entry to the campaign schedule. 


View Leads 


e In Email Template, select an ‘Email Template’ which you would like to send via email to the lead or contact. You can create one 


Send After (days) 
1 @ Edit 
@ Edit 


@ Edit 
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B > Email Template > All Set For Expo 2020? 


Q Search or type a command (Ctrl + G) G Help ~ BS 
= All Set For Expo 2020? < |} > 
& Assigned To 
Subject * 
+ 
All Set For Expo 2020? 
@ Attachments 
Use HTML 
Attach File + 
Response * 
vw Reviews 
Normal : BIU sk 9 <P ® & =H SE =e Table ¢ 
+ 
Meet us at the Expo 2020! 
& Shared With 
ra The expo will have a theme called "Connecting Minds, Creating the Future”. The expo will also have three sub themes: opportunity, mobility and 
sustainability, each with its own pavilion. The Opportunity pavilion is designed by AGI Architects, Mobility by Foster and Partners, and Sustainability by 
® Tags Grimshaw Architects. 
Add a tag 


In 2021 it was announced that the three thematic pavilions would open for a limited time before the full opening of the expo. The Sustainability Pavilion 
Terra opened on 22 January 2021 and will stay open until to 10 April 2021. 


O- te) FOLLOW 


You edited this 


just now 


You created this 
6 minutes ago 


e In Send After (days), specify the number of days after which the respective email should be sent. Using this field, the day on 


which email is to be sent is calculated relative to the Start Date of Email Campaign. 
2.4 Dashboard_ 


The Campaign dashboard shows you all the Email Campaigns and Social Media Post linked to the Campaign. You can also create a new 


Email Campaign and Social Media Post from here. 


B > Selling >» Campaign >» Expo 2020 Q Search or type a command (Ctrl + G) a Help v BS 


= Expo 2020 View Leads < >| al) - 


& Assigned To 


+ Connections ~ 


@ Atiachments Email Campaigns Social Media Campaigns 


i i ial Media P 
Attach File + Email Campaign = + Social MediaPost = + 


vw Reviews 


+ 


Campaign 


& Shared With 
Campaign Name * 


Expo 2020 


MARKETING-_ EMAIL CAMPAIGN 


An Email Campaign is a coordinated set of emails sent to leads or contacts according to a particular schedule. 
Email Campaigns are still one of the most effective ways to reach your Customers, Contacts or Leads and keep them engaged. For example, 


you could set up Email Campaigns for introducing your product to the customers, with every email revealing an interesting feature of your 
product. 


To create an Email Campaign, go to: 


Home > CRM > Campaign > Email Campaign 


P.O.Box 128448, Dubai, United Arab Emirates i 
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fl 


1. Prerequisites" 
Before creating and using Email Campaign, these need to be created first: 


e Campaign 


e Lead or Contact or Email Group 


2. How to Create an Email Campaign_ 
1. Goto the Email Campaign list, click on New. 
2 Select the Campaign for which you want to set up an Email Campaign. 
3. Set the 'Start Date’ for the Email Campaign. 
4 In ‘Email Campaign For', select whether you want to set up Email Campaign for a Lead or a Contact or for an Email Group to 
send to multiple email contacts. 
5. In ‘Recipient’, select the respective Lead or Contact or Email Group for whom you want to start the Email Campaign. 


6. In ‘Sender’, select the user of the system who should be the sender of the emails. 


7. Save 
B >» CRM > EmailCampaign > MAIL-CAMP-2021-00010 Q Search or type a command (Ctrl + G) Gi Help» = BS 
= MAIL-CAMP-2021-00010  - \) Prosress «> 8 


2. Assigned To 


Campaign * Start Date * 
+ 
Expo 2020 05-10-2021 
@ Attachments 
Email Campaign For * End Date 
Attach File € 
Lead - 05-15-2021 
vw Reviews 
Recipient * Status 
+ 
CRM-LEAD-2021-00002 In Progress 
& Shared With 
Sender 
+ 
anthony.miller@unico.com 
® Tags 
Add a tag 
Add a comment 
o- te) FOLLOW 


You edited this 
just now 

Ctrl+Enter to add comment 
You created this 


just now 


The above Email Campaign is for the following Campaign: 
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B > Selling > Campaign > Expo 2020 Q Search or type a command (Ctrl + G) G Help» BS 


= Expo 2020  - notsavea Viewleads <¢ > ® 


@ Attachments 


Attach File + Campaign 
vy Reviews Campaign Name * 
+ Expo 2020 


& Shared With 


+ 
Campaign Schedules 
D Tags 
Campaign Schedules 
Add a tag 
No Email Template Send After (days) 
1 Make Most Out of Expo 2020 1 @ Edit 
O- te) FOLLOW 
2 Expo 2020 - Five Days To Go! @ Edit 
You edited this 3 All Set For Expo 2020? 2 Edit 
15 minutes ago 
You created this Add Row 
16 minutes ago 
Description 


Note: The Send After (days) field in Campaign specifies the day on which email is to be sent relative to the Start Date of Email Campaign. 
Notice the 'End Date’ in the above Email Campaign. It is '26-07-2019', which is 4 days after the ‘Start Date’, '22-07-2029', as the Campaign 
Schedule ends on day 4. 
2.1 Create multiple Email Campaigns for a Campaign_ 
You can also create new Email Campaigns for different Leads or Contacts for the same Campaign though the Campaign Dashboard. 

1. Goto the Campaign for which you want to create Email Campaigns. 


2. Click on + in front of Email Campaigns to create a new Email Campaign for the Campaign. 


B > Selling >» Campaign > Expo 2020 Q Search or type a command (Ctrl + G) a Help ~ BS 


= Expo 2020 View Leads < > =) 
& Assigned To 
+ Connections ~ 
@ Attachments Email Campaigns Social Media Campaigns 
i i ial Media P 
Attach File + Email Campaign = + Social MediaPost + 
vw Reviews 
+ 


Campaign 


& Shared With 
Campaign Name * 
+ 
Expo 2020 


® Tags 


AAA a tan 


3. Features_ 
3.1 Linked Communication_ 
When emails are sent to the respective leads or contacts, Communication is linked to the Email Campaign document. You can view all the 


emails sent in your document. 
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B > CRM > Email Campaign > MAIL-CAMP-2021-00010 Q Search or type a command (Ctrl + G) G Help ~ BS 


= MAIL-CAMP-2021-00010  ~ in eros:ess «> eo ~- Fy 


Basawaraj S Sent aA Ss 
just now 


Meet us at the Expo 2020! 

The expo will have a theme called “Connecting Minds, Creating the Future”. The expo will also have three sub 
themes: opportunity, mobility and sustainability, each with its own pavilion. The Opportunity pavilion is 
designed by AGI Architects, Mobility by Foster and Partners, and Sustainability by Grimshaw Architects. 

In 2021 it was announced that the three thematic pavilions would open for a limited time before the full 


opening of the expo. The Sustainability Pavilion Terra opened on 22 January 2021 and will stay open until to 
10 April 2021. 


Basawaraj S changed value of Sender from basawaraj@erpnext.com to anthony.miller@unico.com - 7 
minutes ago 


. Basawaraj S created this 7 minutes ago « Basawaraj S edited this just now 


3.2 Unsubscribe from Email Campaign_ 
If a lead or contact does not want to continue getting emails regarding the campaign, he or she can unsubscribe from the Email Campaign 


via the unsubscribe link sent with the email. 


Re: Meet us at the Expo 2020! Inbox x Se 2 
Basawaraj S 5:44PM (Ominutesago) yy @& : 
to basawaraj + 


Meet us at the Expo 2020! 

The expo will have a theme called "Connecting Minds, Creating the Future". The expo will also have three sub themes: opportunity, 
mobility and sustainability, each with its own pavilion. The Opportunity pavilion is designed by AGI Architects, Mobility by Foster and 
Partners, and Sustainability by Grimshaw Architects. 


In 2021 it was announced that the three thematic pavilions would open for a limited time before the full opening of the expo. The 
Sustainability Pavilion Terra opened on 22 January 2021 and will stay open until to 10 April 2021. 


See you! 


Unico Plastics Inc. 


Leave this conversation 


When the lead or contact unsubscribes, the status of the Email Campaign document changes to ‘Unsubscribed’. 
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B > CRM > Email Campaign > MAIL-CAMP-2021-00010 Q Search or type a command (Ctrl + G) G Help» BS 


= MAIL-CAMP-2021-00010} « nin | <||>| @ 


2 Assigned To 


Campaign * Start Date * 
+ 
Expo 2020 05-10-2021 
@ Attachments 
Email Campaign For * End Date 
Attach File + 
Lead oe 05-15-2021 
vw Reviews 
Recipient * Status 
+ 
CRM-LEAD-2021-00002 Unsubscribed 
& Shared With 
Sender 
a 
anthony.miller@unico.com 
® Tags 
Add a tag ... 
Add a comment 
O- te) FOLLOW 


You edited this 
1 minute ago 


Ctri+Enter to add comment 
You created this 


12 minutes ago “. 


3.3 Use Lead or Contact fields in Email Template_ 
The Email Template has the context of the document you have specified in the 'Email Campaign For' field. If you want to display the fields 
from your Lead or Contact document in your Email Template you will have to use doc.fieldname for the same. For example, if ‘Email 


Campaign For' is ‘Contact’, you can mention the ‘first name’ of your Contact as doc.first_name in the Email Template as shown below: 


B Settings Email Template Q Settings + Helpy  & 
HR Module Introduction B<>  Menu~ 
Comments 0 Subject 
Assigned To HR Module Introduction for}{{doc.first_name), 
Assign + 

Response 
Attachments 


Normal > BrU A 


nr &B =: 


Table > Jy 
Attach File + 


Tags Hello doc.first_name}}, 


Add a tag A quick introduction about HR Module 


Then the emails sent would look like this: 
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B > om 


Comments 


Assigned To 


Assign + 


Attachments 
Attach File + 
Tags 


Add a tag 


Reviews 


+ 


Shared With 


+ 


You edited this 


a minute ago 


ed this 


a minute ago 


You cr 


Email Campaign 


3.4 Status indication_ 


B > CRM 


MAIL-CAMP-2019-00042 «in Prosress 


Campaign 


Product Introduction 


Email Campaign For 


Contact 


Administrator 


Add a comment 


Ctrl+Enter to add comment 


New Email 


30-12-2019 


atus 


In Progress 


Q Settings ~ Help ~ 


B<> Menu~ 


Comment 


Send an email to ruchamahabal812+Campaign+Product%20Introduction@gmail.com to |ink it here 


Admin - Details - a few 


Title: HR Module Introduction fo 


Hello Rucha 


A quick introduction about HR Module 


Email Campaign 


Filter By 


Assigned To 


Created By 


Edit Filters 
Tags 

Show Tags 

Save Filter 
Filter Name 


Show Saved 


Name 


MAIL-CAMP-2021-00012 


MAIL-CAMP-2021-00011 


MAIL-CAMP-2021-00010 


20 100 500 


Status indicates the state of the Email Campaign, the various Statuses are: 


Status 


* Scheduled 


+ In Progress 


* Unsubscribed 


e@ Unsubscribed: When the Lead or Contact unsubscribes from the Campaign. 


Campaign 


Expo 2020 


Expo 2020 


Expo 2020 


e@ = Scheduled: When the Email Campaign has not yet started but scheduled on a future ‘Start Date’. 
e@ In Progress: The campaign would be marked as 'In Progress' between ‘Start Date’ and 'End Date’ of the campaign. 


@ Completed: After the 'End Date’ of the campaign, the status will be changed to 'Completed’. 


Q Search or type a command (Ctrl + G) Gg Help» BS. 


EListView? GC 


= Filter =i Last Modified On 
Name Sof3 
MAIL-CAMP-2021-00... now &O0 
MAIL-CAMP-2021-00... - 6m 1 
MAIL-CAMP-2021-00... “ 2am &2 


wv 4 
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—~yur- 


N DO F wow DY F 


&. Assigned To 


+ 


@ Attachments 


Attach File 


vy Reviews 


+ 


©, Shared With 
+ 


® Tags 


Add a tag 


You edited this 


just now 


You created this 


just now 


Enter ‘Subject’. 


Enter ‘Message’. 


FOLLOW 


MARKETING- NEWSLETTER 


of softly pushing the subscriber to do required actions. 


You need to create Email Groups before sending the newsletters. 
To access the Newsletter list, go to: 

Home > Settings > Email > Newsletter 

1. How to Create a Newsletter_ 

Go to the Newsletter list and click on New. 


Select the Email Group in RECIPIENT table. 


‘Publish’ the newsletter to make it available on the web. 


newsletter is published. 


B > Newsletter > all-set-for-expo-2020 


= All Set For Expo 20207?  - not sen: 


Sender 


Bella Alsop <bella.alsop@unico.com> 


Schedule Sending 


Recipients 
Email Group 
No. Email Group 
1 Newsletter Subscribers 


Add Row 


Email Sent 


Content 


Subject * 


All Set For Exoo 2020? 


Newsletter is an email which is sent to a specific group of subscribers periodically. 


In the context of CRM, its is an informational and product-focused email that is sent to existing and potential customers with an intention 


Newsletter can also be used to share information to employees, investors etc. 


Tick ‘Send Unsubscribe Link’ if you would like to include unsubscribe link in the email. 


‘Send Web View Link’ will include a link in the email to open the newsletter on the web. This option is only visible when the 


Below is the screenshot of the email received with link to unsubscribe and a link to open the email on the web. 


Q Search or type a command (Ctri + G) 


2 Edit 
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Set For Expo 2020? Inbox x = 2 
Basawaraj S 6:27PM (Ominutesago) yy @& 
to basawaraj + 


Hello, 
Meet us at the Expo 2020! 


The expo will have a theme called "Connecting Minds, Creating the Future". The expo will 
also have three sub themes: opportunity, mobility and sustainability, each with its own 
pavilion. The Opportunity pavilion is designed by AGI Architects, Mobility by Foster and 
Partners, and Sustainability by Grimshaw Architects. 


In 2021 it was announced that the three thematic pavilions would open for a limited time 
before the full opening of the expo. The Sustainability Pavilion Terra opened on 22 January 
2021 and will stay open until to 10 April 2021. 


See you! 


Unico Plastics Inc. 


Unsubscribe to stop receiving emails of this type 


ent via ERPNext 


2. Features_ 

2.1 Create Subscriber Groups_ 

You can manage subscribers by grouping them into different Email Groups. 
You can select multiple email groups in the 'RECIPIENT' tables in the newsletter. 
2.2 Schedule Send_ 


You can choose to send your newsletter at any future datetime by specifying time in hourly steps. 


B > Newsletter > new-newsletter-2 Q Search or type a command (Ctrl + G) G Help» BS 
= NewNewsletter - Not saveu | save | 


Sender 


Basawaraj S <basawaraj@erpnext.com>| 


Schedule Sending 


Schedule Send 
05-10-2021 19:00:00 


America/Adak 


Recipients 


Email Group 


No. Email Group Total Subscribers 
1 Test Email Group 1 @ Edit 


Add Row 


Email Sent 


2.3 Test Newsletter Before Sending to Subscribers _ 
Once the newsletter is ready you can provide a ‘Test Email Address’ and click on ‘Test’. 


You can review the newsletter received in the test email, verify it and then send it to all subscribers by clicking on ‘Send’. 
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B > Newsletter > new-newsletter-2 


= New Newsletter - not sever 


Send Unsubscribe Link 


Send Attachments 


Testing ~ 


Test Email Address 


basawaraj@erpnext.com 


A Lead with this Email Address should exist 


Test 


MARKETING-_ LINKEDIN SETTINGS 


using OAuth 2.0 Authentication Protocol. 


1. How to set up LinkedIn Developer App_ 
1.1 Create LinkedIn Developer App_ 


1. Share on LinkedIn 
2. Sign In with LinkedIn 


3. Marketing Developer Platform 


Settings Auth Products Analytics Team members 


| Added products (3) Added products 


Product requests (0) 


Share on Linkedin 


Amplify your content by sharing it on Linkedin 


Sign In with LinkedIn 
Let users easily sign in with their professional identity 


«S) Marketing Developer Platform » Development tier 
Build marketing experiences to reach the right audiences 


LinkedIn related settings like OAuth can be configured here. ERP needs access to the API through which the post is shared and achieved 


You must have LinkedIn Developer App for your company. ERP interacts with this App for sharing the post. 


Create App by link https://www.linkedin.com/developers fill all the details and verify it. And that App has the following products. 


Q Search or type a command (Ctrl + G) G Help» BS 


Published 


@ Send Web View Link 


Added products 

Here you can add additional products to your app. We 
have already added some default products which can't be 
removed. 


Product requests 

If the product you've selected to add to your app requires 
additional information or approval it will be listed in the 
"Product requests" section. This means that we are 
reviewing your request, and we will notify you of our 
decision by email. 


Context menu 

ore Context menus are represented by 3 dot links (...) next to 
the products listed. If you would like to view product 
specific settings or documentation please click on the 
respective context menu for that product. 
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1.2 Configure Redirect URLs: 
1. Goto your LinkedIn Developers App then Auth tab. 
2. In OAuth 2.0 settings section 
URLs: https://{yoursite}/api/method/ERP.crm.doctype.linkedin_settings.linkedin_settings.callback 


3. Click Update to make changes. 


r_ads_reporting 
3-legged member permission 


r_organization_social 
3-legged member permission 


rw_organization_admin 
3-legged member permission 


w_member_social 
3-legged member permission 


r1st_connections_size 
3-legged member permission 


OAuth 2.0 settings 


Redirect URLs: 


https://frappe.erpnext.com/api/method/erpnext.crm.doctype.linkedin_settings.linkedin_settin 


ED 


https://version13beta.erpnext.com/api/method/erpnext.crm.doctype.linkedin_settings.linkedi 


+ Add redirect URL 


2. How to set up LinkedIn Settings_ 
To access LinkedIn Settings, go to: 


Home > CRM > Settings > LinkedIn Settings 


B > CRM > Linkedin Settings Q Search or type a command (Ctrl + G) 


= Linkedin Settings 


& Assigned To 


® Session Not Active. Save doc to login. 
+ 


@ Attachments 


Products Documentation News 


add Redirect 


“ @ 


Gi Help» BS 


Company ID * 
Attach File + 415022 
vw Reviews 
‘+ 
F OAuth Credentials 
& Shared With 
+ Consumer Key * Consumer Secret * 
23lia9wnn3kjkb se eeececcecees 
o- 0 FOLLOW 
You edited this Add a comment 
just now 
Administrator created this 
4 weeks ago 
Ctrl+Enter to add comment 
Company ID_ 
You get the Company ID from your LinkedIn Company 
48 _bt ol __ a 
= P.O.Box 128448, Dubai, United Arab Emira 
MAN ENERGY - 497 - 


es 


man.energy 800695 


URL. 


[Bj ERPNext: Company Page Admin x = + 


cn @ linkedin.com/company315202/admin/ 


7 
E | ERPNext Admin view 


Consumer Key and Consumer Secret_ 


You get Consumer Key and Consumer Secret from your LinkedIn Developer account go to: 


https://www.linkedin.com/developers/ > My Apps > {Your App} > Auth 


FJ DEVELOPERS M Products 


Settings Auth Products Analytics Team members 


Application credentials 
Client ID: 


Client Secret: 


Once you save the doc by filling Company ID, Consumer Key, and Consumer Secret it will redirect to LinkedIn's sign-in page by providing 
valid LinkedIn credentials and clicking Allow, the member approves your application's request to access their member data and interact 


with LinkedIn on their behalf. 


Linked{f} 


> Fi 


Limited LTD would like to access some of your 
LinkedIn info: 


¢ Name, photo, headline, and current positions 


Notyou? | Privacy Policy 
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MARKETING- SOCIAL MEDIA POST 


Social Media Post is used to create and schedule the post for LinkedIn and Twitter, it can be also linked with a Campaign. 
To access Social Media Post, go to: 
Home > CRM > Campaign > Social Media Post 
1. Prerequisites" 
1. — LinkedIn Settings 
2. Twitter Settings 
2. How to create a Social Media Post_ 
Go to Social Media Post list, click on New. 
Select Campaign if any otherwise leave it blank. 
Choose the Scheduled Time of the post to be published. 
Select the social media platforms to which post has to be published. 
Enter content for Twitter and LinkedIn. 


Attach image(Optional). 


Sh Ge Or ee 


Save and Submit. 


B > CRM > Social Media Post > new-social-media-post-1 Q Search or type a command (Ctrl + G) G Help» BS 


= New Social Media Post. - Not saveo 


Campaign Share On 
Expo 2020 Twitter 
LinkedIn 


Scheduled Time 
05-10-2021 04:14:31 


America/Adak 


Twitter 


Tweet * 


Meet us at Expo 2020! 


More details here. 
https://unicov13.frappe.cloud/app/newsletter/are-you-all-set-for-expo- 
2020 


Linkedin « 
3. Features_ 
3.1 Immediate Post_ 


Users can also immediately post just after submitting a Social Media Post by clicking the 'Post Now’ button. 
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B > CRM > Social Media Post >» CRM-SMP-2021-05-10-013 Q Search or type a command (Ctri + G) GosHelp» =—sBS 
= CRM-SMP-2021-05-10-013 < > @ = Cancel 
2, Assigned To 
© Twitter : Not Posted © Linkedin : Not Posted 
+ 
@ Attachments : 
Campaign Share On 
Attach File + i 
Expo 2020 Twitter 
vy Reviews Linkedin 
Scheduled Time 
+ 
& Shared With America/Adak 
+ 
® Tags ; 
Twitter 
Add a tag ... 
Tweet * 
Meet us at Expo 2020! 
O- 0 FOLLOW 


More details here. 
https://unicov13.frappe.cloud/app/newsletter/are-you-all-set-for-expo- 


You edited this 2020 


just now 


iv} Saved x 


You created this 
just now 


3.2 Reschedule_ 


Users can change the Scheduled Time of the post. In case there is an error, users can reschedule the post by changing the ‘Scheduled 


Time’ of the Social Media Post document. 


B > CRM >» Social Media Post >» CRM-SMP-2021-05-10-013 Q Search or type a command (Ctrl + G) G Help» BS 
= CRM-SMP-2021-05-10-013 - schedules PostNow << > eo - Cancel 
& Assigned To 
* Twitter : Not Posted ® Linkedin : Not Posted 
+ 
@ Attachments : 
Campaign Share On 
Attach File + i 
Expo 2020 Twitter 
vy Reviews Linkedin 
Scheduled Time 
+ 
06-10-2021 04:15:53 
& Shared With America/Adak 
+ Post Status 
® Tags Scheduled 
Add a tag... 
Twitter 
270-Q0 FOLLOW 
Tweet * 


Meet us at Expo 2020! 


You edited this 


just now 

More details here. 
You created this https://unicov13.frappe.cloud/app/newsletter/are-you-all-set-for-expo- 
1 minute ago 2020 
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MARKETING- AUTOMATE LEAD CREATION 


Leads come from many different sources. It is important that all leads are recorded, assigned to sales executives and followed up. 

1. Create Leads From Emails_ 

You may have an email address like 'sales@yourcompany.com' which is probably displayed on your website. People may send emails asking 
information about your products and services. You can enable Email Account to pull these emails and create a lead for each email. 

2. Create Leads From Webforms_ 

You can also map the Lead form to a Web Form and publish it on your website. When visitors of your website fill the form, it will be 
automatically added as a Lead. 

3. Create Leads From Incomplete Orders in E-Commerce Module_ 

You can publish an e-commerce website and allow users to place an order for your products. If a user selects items but doesn't complete 
the process you can pursue that user as a lead. 

4. Create Leads By Importing Spreadsheet_ 


If you have a spreadsheet with details of the leads, you can use the Data Import feature to import the leads. 


MARKETING-_ CRM ANALYTICS 


For example, if you notice that very few communications with the prospects have taken place in a month which may have led to decrease 
in the sales. You can make sure that the sales executives reach out and followup on the leads and opportunities on regular basis. 

1. Sales Funnel_ 

By using the sales funnel report, you can quantify the number of prospects at each stage of the process and you can get an idea of your 
potential customers. 

More than this, by looking at the way these numbers change over time, you can identify problems in the sales pipeline and take any 
corrective action at an early stage. 


Select the Company, select the From Date, To Date and select Sales Funnel in Chart. 


B > Selling Q Search or type a command (Ctrl + G) a Help» BS 


Sales Funnel 


Unico Plastics Inc. 04-10-2021 05-10-2021 Sales Funnel 


6 - Active Li 


5 - Opportui 


2 - Quotatio 


1 - Convert. 


2. Sales Pipeline_ 
An opportunity will pass through many sales stages before it yields any business. Using this report you can visualise the total amount of 
business the opportunities have and compare them across the stages. 


Select the Company, select the From Date, To Date and select Sales Pipeline in Chart. 
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3. Opportunities by Lead Source_ 
This report helps you visualise the business potential of opportunities based on the Lead Sources. 


Select the Company, select the From Date, To Date and select 'Opportunities by Lead Source’ in Chart. 
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MARKETING- DIFFERENCE BETWEEN LEAD, CONTACT, AND CUSTOMER 


e@ Lead: is a potential Customer, someone who can give you business. 
e@ = Customer: is an individual or organization who has given you business. 


@ Contact: is a person who belongs to the Customer. This is applicable in business-to-business scenario, where you may contact 


multiple individuals belonging to the same customer. 
A Lead can be converted to a Customer by selecting “Customer” from the Make dropdown. Once the Customer is created, the Lead 


becomes “Converted” and any further Opportunities from the same source can be created against this Customer. 


B > CRM > Lead >» CRM-LEAD-2021-00005 Q Search or type a command (Ctrl + G) pat Help» BS 
= Massive Dynamic Inc. _ - opportunity Crates << > @ 


Connections ~ 


M D @® Opportunity + 


Quotation a x 
&. Assigned To 
+ 
Lead is an Organization 
@ Attachments 
Attach File + 
Person Name Lead Owner 
R ' ; ‘ 
Ww. Reviews Massive Dynamic grace@unico.com 


+ 


Organization Name Status * 
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Human Resources 


The Human Resources (HR) module covers the processes related to the HR department of a company. It maintains a complete employee 
database including contact information, salary details, attendance, performance evaluation, leaves, and appraisal records. 

The most important feature here is processing the payroll by using Payroll Entry to generate Salary Slips. Most countries have complex tax 
rules stating which expenses the company can make on behalf of its Employees. 

There are a set of rules for the company to deduct taxes and social security from employee payroll. ERP accommodates all types of taxes 


and their calculation. 


ORGANIZATIONAL CHART 


An organizational chart shows the organizational structure by depicting connections between different employees with their 
designation, image, and name. In large organizations where it's difficult to remember names, people can interact with the org chart 
and know the hierarchy through faces and other info. 

To access Employee Grade, go to: 


Home > Human Resources > Employee > Organizational Chart 


e@ ~The org chart is created based on the "Reports To" field in Employee master. 
e The employees that don't report to anyone are shown in the first level. 
e@ = The chart expands horizontally on the desktop view and vertically on mobile. 


e Each node has details like the Employee Name, Image, Designation, and the total number of connections. 


e@ The connections are the total number of descendants a particular node has till the end of the hierarchy. 


e = - The edit button in every node navigates to the Employee Master. 
e ~~ As you navigate through the chart, the active hierarchy is highlighted. 


e You can use the Company filter to check the org chart for individual companies. 
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EMPLOYEE 


An individual who works part-time or full-time under a contract of employment, and has recognized rights and duties of your 
company is your Employee. 

In ERP, you can manage the Employee master. It captures the demographic, personal and professional details, joining and leave details, etc. 
of the Employee. 

To access the Employee master, go to: 

Home > Human Resources > Employee 

1. Prerequisites" 


Before creating an Employee, it is advised to create the following: 


e Employment Type 
e@ = Job Applicant 


e Employee Department 


e Employee Grade 
e Employee Branch 


e Employee Designation 


e Leave Policy 
e Holiday List 


e Leave Encashment 


e Shift Type 


e ~=Employee Health Insurance 


2. How to create an Employee_ 
1. Goto the Employee list, click on New. 
2. — Enter the Employee's personal details such as Name, Gender, Date of Birth, and Date of Joining. 
3. Save. 
As shown below, all the mandatory fields are highlighted. 
3. Features_ 
Apart from the aforementioned mandatory details, some additional details that can be captured in the Employee master are as follows: 
3.1 Employment Type_ 
You can set an Employment Type such as Intern, Contract, Full-time, Part-time, Probation, etc. for an Employee. 
3.2 Create ERP User_ 
The User ID can be linked to the Employee. In case the User ID is not created, you can click on 'Create a New User' in the dropdown to 
create one. 
By clicking on the 'Create User Permission’ checkbox, the Employee's access to other records can be restricted. Check Adding Users to learn 
how to create users and add permissions. 
3.3 Joining Details 
The Joining Details of the Employee such as the Offer Date, Confirmation Date, Contract End Date, Notice (Days), and Date of Retirement 
can be captured. 
3.4 Department and Grade_ 


In a company, the Employees are usually grouped on the basis of Department, Grade, Designation, and Branch. 


In the Department and Grade section, these details of the Employee can be saved. In the ‘Reports to’ field, the person to whom the Employee 
has to report his duties to can be captured. 
3.5 Leave Details" 


In Leave Details, you can save the Leave Policy and Holiday List details. Leave Policy specifies the type and number of leaves an Employee 


48 _bt ol _ __s 
MAN ENERGY 


- 505 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800696 


is entitled to, and Holiday List is a list which contains the dates of holidays and weekly offs. 

3.6 Salary Details _ 

Here, the mode of salary payment, i.e. through Bank, Cheque or Cash can be selected. 

3.7 Contact Details 

Employee's Contact information such as Mobile Number, Current and Permanent Address, Personal and Company Email ID can be captured 
here. In the Preferred Email ID field, either the the Company Email, Personal Email or User ID of the Employee can be selected depending 
on the user's preference. 

3.8 Personal Details_ 

Personal Details of the Employee such as Family Background details like name and occupation of parent, spouse and children, Passport 
Details including date and place of issue, Health Details like height, weight, allergies, medical concerns, etc. can be saved. 

3.9 Educational Qualification, 


Here, the Educational Details such as School/University, Qualification, Level and Year of Passing of the Employee can be saved as shown 


below: 
B > HR > Employee > HR-EMP-00001 Q Search or type a command (Ctrl + G) va Help v A 
Albert Einstein - active < > & « | seve | 


Educational Qualification ~ 


Education 


No. School/University Qualification Level Year of Passing 


1 Boston University MSc Post Graduate 2004 @ Edit 

2 Boston University BSc Graduate 2002 @ Edit 

3 CM School HSc Under Graduate 1998 @ Edit 
Add Row 


Additionally, details such as Class/Percentage and Subjects can also be saved by clicking on the downward arrow in the Education table. 
3.10 Previous Work Experience_ 
Just like Educational Qualification, an Employee's Previous Work Experience can also be captured in the External Work History table as 


shown below: 


B > HR > Employee > HR-EMP-00001 Q Search or type a command (Ctrl + G) a Help ~ A 


Albert Einstein - active <\f> \fa){~ | save] 


Previous Work Experience ~ 
External Work History 


No Company Designation Salary Address 
1 Horizon Technologies Junior Engineer %5,00,000.00 8/409, Unit no 61, 64 MIDC Central ro. ? Edit 


Add Row 


Additionally, details such as Contact of the previous company and Total Experience in years can also be saved in the External Work History 
table. 

3.11 Exit_ 

Exit details of the employee (if any) such as Resignation, Exit Interview and Leave Encashment details can be saved. When the status of the 
Employee is set to ‘Left’, it is mandatory to fill the Relieving Date. 

Note: Once the Employee status is set to ‘Left’, that particular Employee master won't be accessible in further transactions. 


3.12 Additional Features_ 
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@ Emergency Contact 
e Health Insurance 
e Personal Bio 


e History in the Company 


EMPLOYMENT TYPE 


Employment Type. 


3. Save. 


BB > er 


To access the Employment Type, go to: 
Home > Human Resources > Employee > Employment Type 
1. How to create an Employment Type_ 

1. Goto the Employment Type list, click on New. 


2. — Enter the Name of the Employment Type. 


BRANCH 


To access Branch, go to: 


1. Prerequisites" 


e Company 


Employment Type 
Filter By 
Assigned To 
Created By : Name 
Edit Filters Apprentice 
Tags 
Intern 
Show Tags 
Piecework 
Save Filter 
Commission 
Show Saved Contract 
Probation 
Part-time 
Full-time 


The Employment Type can be linked to the Employee master. 


Home > Human Resources > Employee > Branch 


Some additional features included in the Employee master are as follows: 


Employment Type 


Apprentice 


Intern 


Piecework 


Commission 


Contract 


Probation 


Part-time 


Full-time 


Before creating a Branch, it is mandatory you create the following documents: 


You can employ people under a number of categories each having their own wage and leave entitlements. This is called an 


ERP allows you to select an Employment Type from a pre-defined list or even create a new Employment Type based on your requirements. 


Q Search or type a command (Ctrl + G) a Help v A 


i= List View < G + Add Employ 


= Filter =, Last Modified On 
seme 8 of 8 
Apprentice a 2M 3) 
Intern - 2M ic] 
Piecework 2 2M a) 
Commission 2M ca] 
Contract 2h ca] 
Probation 2h ca] 
Part-time M rca] 
Full-time 2M 3) 


ERP allows you to create and keep a record of the different branches of your organization. 


A Branch office is an outlet of a company located at a different location, other than the main office. 
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2. How to create a Branch_ 
1. Go to the Branch list, click on New. 


2. — Enter the name of the Branch. 


3. Save. 
B > HR Q Search or type a command (Ctrl + G) fa Help ~ A 
= Branch Slistview: C= 
Filter By 
= Filter =1 Last Modified On 
Assigned To 
Created By Name Branch Name 5 of 5 
eine Mumbai Mumbai Mumbai - 3w ia) 
Tags 
Kolkata Kolkata Kolkata - 3w ®o 
Show Tags 
Delhi Delhi Delhi 3 80 
Save Filter 
Pune Pune Pune - 3w & 
Show Saved Bangalore Bangalore Bangalore - 3w ia) 


You can link the Branch to the Employee master. 


DEPARTMENT 


A Department is a specialized functional area or a division within an organization. 

You can configure the Departments in your organization, set Leave Block List, and also Leave and Expense Approvers for the same. 
To access Department, go to: 

Home > Human Resources > Employee > Department 


Department is a tree-structured master, which means you can create parent departments and sub-departments as shown below: 


Gre Q Search or type a command (Ctrl + G) QO Hep» A 


Department Tree Expand ED 


Unico Plastics Inc 


© Unico Plastics Inc 
©& Accounts - UP 
& Advertising - uP 
© Advertising - UP 
© Marketing - UP 
© Customer Service - UP 
© Dispatch - UP 
© Human Resource - UP 
© Human Resources - UP 
© Legal - UP 
& Management - uP 
© Internal Management - UP 
© Operations - UP 
© Production - UP 
© Purchase - UP 
© Quality Management - UP 
©& Research & Development - UP 


© Sales - UP 


Note: The ‘Is Group’ checkbox needs to be checked if the Department is a parent department. 


1. Prerequisites" 
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Before creating a Department, it is advisable you create the following documents: 


e Company 
e Leave Block List 


2. How to create a Department_ 


1. Goto the Department list, click on New. 
2. Enter Department name. 
3. Select Company name. 
4. Select Leave Block List (optional) applicable for this department. 
5. Save. 
B > HR > Department > Research & Development - UP Q Search or type a command (Ctrl + G) va Help ~ A 
= Research & Development - UP - Enabies cose ~ Ey 
& Assigned To 
Department * Company * 
+ 
Research & Development Unico Plastics Inc 
@ Attachments 
Parent Department Is Group 
Attach File + 
All Departments Disabled 
vw Reviews 
+ 
£ Shared With Payroll Cost Center Leave Block List 
+ 
Days for which Holidays are blocked for this department. 
® Tags 
Add a tag 


3. Features_ 
3.1 Leave and Expense Approvers_ 


You can set Leave and Expense Approvers for a particular Department in the ‘Leave Approver' and ‘Expense Approver' table respectively. 


B > HR > Department > Research & Development - UP Q Search or type a command (Ctrl + G) fa Help ~ A 
= Research & Development - UP - Enabiea <\f>lfe)\(- | seve | 
Approvers 
0-Q0 FOLLOW The first Approver in the list will be set as the default Approver. 


Leave Approver 


You edited this No. Approver 
just now 
1 albert@erpnext.com @ Edit 
You created this 
1 month ago 
Add Row 


Expense Approver 


No Approver 
1 bruce@erpnext.com @ Edit 
Add Row 


Note: Multiple Leave and Expense Approvers can be set for a particular Department. However, the first Approver in the list will be set as 


the default Approver. 
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DESIGNATION 


Designations are the official job titles given to employees. 
With reference to company management, there are various stakeholders like directors, officers, managers and shareholders who guide a 
company towards the fulfillment of its business objectives. 
ERP allows you to create various designations and also mention the skills required for the same. 
To access Designation, go to: 
Home > Human Resources > Employee > Designation 
1. How to create a Designation_ 
1. Go to Designation list, click on New. 
2. — Enter the Designation name. 


3. Enter Description and Required Skills (optional). 


4. Save. 
B > HR > Designation > Software Develope Q Search or type a command (Ctrl + G} Q Help v A 
Software Developer <|[>|/a | save] 
2 Assign ed To 
Description 
Software developers are the creative minds behind the software programs, and they have the technical skills to build those programs or to oversee their 
tachment creations. 
Attach File 
evie 
Shared With 
Tag 
( 0 OLLOW 
We ae Required Skills 
Skills 
1 month ago 1 Logical @ Edit 
2 Analytical @ Edit 
3 Computer programming and coding 2 Edit 
4 Software testing and debugging é Edit 
5 Creativity @ Edit 
Add Row 


Note: The skills required for an Employee of a particular Designation that are specified in the "Required Skills" section of the Designation 


doctype can be directly fetched in the Employee Skill Map to evaluate an employee's performance based on his skills. 


EMPLOYEE GRADE 


An Employee Grade is a grouping of the employees with similar positions or values in order to assign compensation rates and salary 
structures. 
ERP allows you to configure Employee Grades, helping you to easily categorize employees based on seniority or any other criteria. 


Employee Grade also helps you fetch Employee records in bulk based on their grades while processing payroll, allocating leaves, etc. 
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To access Employee Grade, go to: 
Home > Human Resources > Employee > Employee Grade 
1. Prerequisites" 


Before creating an Employee Grade, it is advisable you create the following documents: 


e Leave Policy 
e Salary Structure 


2. How to create an Employee Grade_ 


1. Goto Employee Grade list, click on New. 
2. Enter the Name of the Employee Grade. 
3. Enter the Default Leave Policy and Default Salary Structure for that Grade. 
4. Save. 
B > HR > Employee Grade > L6 Q Search or type a command (Ctrl + G) ra} Help v A 


=L6 coe ~- Fm 


2, Assigned To 


Connections ~ 


+ 
@ Attachments Employee + Employee Onboarding Template + 
Attach File 7 Leave Period + Employee Separation Template +4 
vw Reviews 
+ 


Default Salary Structure 
& Shared With 
Salary Structure 2021-22 
+ 


Shown below are the different Employee Grades created. 


B > HR Q Search or type a command (Ctrl + G) fa Help v A 


= Employee Grade ListView: GCG Add Employee 
Filter By 
lie = Filter =, Last Modified On 
Assigned To 
Created By - Name Name 6 of 6 
Edit Filters La L4 : 7 © 
Tags 
L2 L2 - 2d ® 0 
Show Tags 
L3 L3 - 24 8 
Save Filter 
ilter N u u - 2 8 
Filter Name 
Show Saved L6 L6 - 2d <3] 
L5 Ls - 3w 8&0 


20 100 S00 


You also can access Employee, Leave Period, Employee Onboarding Template and Employee Separation Template. 
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EMPLOYEE GROUP 


Employee Group is grouping of Employees based on some attributes such as Designation, Grade, Branch, etc. 
To access Employee Group, go to: 
Home > Human Resources > Employee > Employee Group 
1. Prerequisites" 
Before creating an Employee Group, it is advisable you create the following documents: 
e Employee 
2. How to create an Employee Group_ 
1. Goto Employee Group list, click on New. 
2. Enter the Name. 


3. Select and add Employee ID to the group. The Employee Name will get automatically fetched. 


4. Save. 

B > HR > Employee Group > Consultants Q Search or type a command (Ctrl + G) QO Help v A 
Consultants <|l > ]|e Save 
Assigned Ti 

+ 
Attachment Employee 

Attach File Employee 
Revi No Employee E > Nan 

+ 1 HR-EMP-00001 Albert 2 Edit 
Shared With 2 HR-EMP-00002 Michelle 2 Edit 

+ 

Add Row 
Tags 
3. Features_ 


3.1 Service Level Agreement_ 


An Employee Group can be added to the Service Level Agreement doctype, where the Service Level can be specified for a particular 


Employee Group. 


EMPLOYEE HEALTH INSURANCE 


Employee Health Insurance is a benefit extended by the company to their employees. When a company provides health insurance 
assistance, they pay full or part premiums for the health insurance policy. 
ERP allows you to save the Employee Health Insurance detail and link it to that particular Employee's master. 
To access Health Insurance Provider document, go to: 
Home > Human Resources > Employee > Employee Health Insurance 
1. How to create an Employee Health Insurance_ 
1. Goto Employee Health Insurance list, click on New. 
2. Enter the Health Insurance Name. 


3. Save. 
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Q Search or type a command (Ctrl + G) oO Help v A 


= Employee Health Insurance = ListView: CG 


+ Add Employee Health Ins 


Filter By 


N = Filter =, Last Modified On 
Assigned To 


a ‘ ce Nar nt of’ 
Created By : Health Insurance Name Name 1 of 


ee Star Health Insurance Provider 
Tags : 


Show Tags 


Star Health Insurance Provider 7 lw <3] 


Save Filter 
i Na 


Show Saved 


Additionally, in the Employee master, you can attach the Health Insurance Provider Name and fill in the Health Insurance No. 


B > HR > Employee > HR-EMP-00001 Q Search or type a command (Ctrl + G) ra Help ~ A 


= Albert Einstein - active <]l>||6 


Health Insurance «~ 


Health Insurance Provider 


Star Health Insurance Provider 


Health Insurance No 


AD123453 


ATTENDANCE 


Attendance is a record stating whether an Employee has been present on a particular day or not. 

In ERP, you can mark and record attendance of an Employee on a daily basis using the Attendance doctype. 
To access Attendance, go to: 

Home > Human Resources > Attendance 

1. Prerequisites" 


Before creating an Attendance record, it is advised that you create the following first: 


e Employee 
e Shift Type 


2. How to create an Attendance_ 
Go to the Attendance list, click on New. 
Select the Employee. 
Select the Attendance Date. 


1 

2 

3 

4. Select the Shift (optional). 
5. Select the Status (Present, Absent, On Leave, Half Day). 
6 


Save and Submit. 
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B > HR > Attendance > HR-ATT-2021-00039 Q Search or type a command (Ctrl + G) ray Help v A 
Albert Einstein - pratt <if> Vall - 
& Shared With 
Employee * Attendance Date * 
+ 
HR-EMP-00001 19-05-2021 
Tags 
Employee Name Company * 
Add a tag 
Albert Einstein Unico Plastics Inc 
Status * Department 
Gl te) FOLLOW Present Hs Research & Development - UP 
You edited this 
1 minute ago 
You created this Details 
1 minute ago 
Shift Late Entry 
Day Early Exit 


Note: Attendance cannot be marked for future dates. 
You can get a monthly report of your Attendance data by going to the Monthly Attendance Details report. 


You can easily set attendance for Employees using the Employee Attendance Tool. 


You can also bulk upload attendance using the Upload Attendance. 
3. Features_ 
3.1 Marking Unmarked Attendance_ 
In case the attendance for some employees is not marked, you can mark them as present, absent, or half-day. 
How to Mark Attendance_ 
1. Go to the Attendance list. 
Click on the Mark Attendance button. 
A dialog will appear. 


Select the Employee and Month. 


If you want to exclude holidays while doing so, check Exc/ude Holidays. 


2 

3 

4 

5. Select the Status whether Present, Absent, or Half Day. 

6 

7. Select the dates on which you want to mark attendance for a selected Employee. 
8 


Click on the Mark Attendance button and click on Yes. 
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Mark Attendance 


For Employee * 


For Month * 


EMPLOYEE ATTENDANCE TOOL 


Employee Attendance Tool allows you to mark attendance of multiple employees for a particular date. 
To access the Employee Attendance Tool, go to: 
Home > Human Resources > Attendance > Employee Attendance Tool 
This tool allows you to add attendance records for multiple employees based on their Department and Branch for a given day quickly. 
1. Prerequisites" 
Before creating an Employee Attendance, it is advised that you create the following first: 
@ ~~ Department 
2. How to mark attendance using Employee Attendance Tool_ 
1. Enter the Date. 
2. Select the Department and Branch (optional). 
3. Select the Employees. 
4 


Mark Present, Absent or Half Day as required. 
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B Human Resources Q Settings > Help~ 


Employee Attendance Tool « sot savea 


Date Branch 


Company 


< August, 2019 > 


SU MO TU WE TH FR- SA 
1 2 3 


nN 12 13 14 «15 «16 «#17 
18 19 20 21 22 23 24 
25 26 Wy 28 29 30 31 


Today 


Note: Attendance cannot be marked for future dates. 


Once the attendance is marked using the Employee Attendance Tool, the employee attendance is saved in the Attendance record as shown: 


B Human Resources CQ. Settings + Help~ 9 
Attendance Menu~ Refresh [IE 
Reports ~ is 
List 
Add Filter st ModifiedOn + 

Gantt ae Last Modified On 
Colenealy Employee Name Status Attendance Date 8 of 8 
Kanban ~ 

Sarah Kelly Absent 27-08-2019 R-ATT-2019-00013 5m 
FILTER BY 
Assigned To+ Jane Doe Absent 38-2019 R-ATT-2019-00012 5m 
Add Fields + 

Rucha Mahabal @ Present 27-08-2019 R-ATT-2019-00011 5m 
TAGS 

Michelle Alva @ Present 27-08-2019 R-ATT-2019-00010 5m 
Tags~ 
Show tags Kim John © Present 27-08-2019 ®-ATT-2019-00009 5m 
SAVE FILTER Jill Paul © Present 27-08-2019 2-ATT-2019-00008 5m 

George Smith © Present 27-08-2019 2-ATT-2019-00007. 5m 

Danah Ahmed ©@ Present 2 -ATT-2019-00006 5m 


Using the Attendance Request, employees can submit their attendance request for the days when their attendance wasn't marked 
due to various reasons such as on-site duty or work from home. 
To access Attendance Request, go to: 


Home > Human Resources > Attendance > Attendance Request 
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1. Prerequisites" 


Before creating an Attendance Request, it is advised that you create the following first: 


e@ Employee 
2. How to create an Attendance Request_ 


1. Goto Attendance Request list, click on New. 
2. Select Employee who wants to submit the Attendance Request. 
3. Select From Date and To Date of Attendance Request. 
4. Select Reason and enter Explanation (optional). 
5. Save and Submit. 
B > HR > Attendance Request > new-attendance-request-1 Q Search or type a command (Ctrl + G) OQ Hepy A 
= New Attendance Request - Nor sever Ea 
Employee * Company * 
HR-EMP-00003 Unico Plastics Inc 
Employee Name From Date * 
Nabin Baran Hait 05-05-2021 
Department To Date * 
Customer Service - UP 07-05-2021 
Half Day 


Half Day Date * 


06-05-2021 
Reason 
Reason * Explanation 
Work From Home " was on-site 


Note 1: You can check the ‘Half Day’ checkbox and enter the Date in case the attendance is for Half Day. 
Note 2: On submission of the same, Attendance documents will be created for the days you mentioned as shown. 


Note 3: You can submit Attendance Request of only unmarked Attendance. 


B > HR Q Search or type a command (Ctrl + G) ra Help ~ A 
= Attendance Mark Attendance = List View : Gi“ ' dance 
Filter By 
vame E joyee E joyee Nam: 3t : Leave Type = 1filter =, Last Modified On 
Assigned To 
Created By : Employee Name Status Attendance Date Name 30f 3 
ee Nabin Baran Hait = Work From Ho... 07-05-2021 HR-ATT-2021-00042 - nw © 
Tags 
Nabin Baran Hait » Half D, 06-05-2021 HR-ATT-2021-00041 - now ica} 
Show Tags 
Nabin Baran Hait * Work From Ho... 05-05-2021 HR-ATT-2021-00040 - now 0 
Save Filter 
Vame 
Show Saved 


As seen below, respective Attendance records are linked with the submitted Attendance Request. 
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B > HR > Attendance >» HR-ATT-2021-00040 Q Search or type a command (Ctrl + G) 


= Nabin Baran Hait  - work From Home 


& Assigned To 


Connections ~ 


+ 
@ Attachments Employee Checkin + 
Attach File + 
w Reviews 
+ Employee * Attendance Date * 
HR-EMP-00003 05-05-2021 
& Shared With 
+ Employee Name Company * 
Nabin Baran Hait Unico Plastics Inc 
Tags 
Add a tag ., Status * Department 
Work From Home Customer Service - UP 
Attendance Request 
O- te) FOLLOW 
HR-ARQ-21-05-00002 
You edited this 
1 minute ago 


If you cancel the Attendance Request, the linked Attendance documents created will be cancelled as well. 


This tool helps you to upload bulk attendance from a csv file. 

To upload the attendance go to: 

Home > Human Resources > Attendance > Upload Attendance 

1. Prerequisites" 

Before uploading bulk Attendance record, it is advised that you create the following first: 
e ~=Employee 

2. How to upload attendance in bulk_ 
1. — Enter Attendance From Date and Attendance To Date. 


2. — Click on 'Get Template’ button. It will download a csv file with the Employee Details as shown. 


< > | Sii = Cancel 


B > HR Q Search or type a command (Ctrl + G) jay Help ~ A 
= Attendance Mark Attendance = List View : as} 
Filter By 
E E Nam Leave Ty = 1filter =, Last Modified On 
Assigned To 
Created By : Employee Name Status Attendance Date Name 3 of 3 
Sa Nabin Baran Hait * Cancel... 06-05-2021 HR-ATT-2021-00041 now © 
Tags 
Nabin Baran Hait + Cancell... 07-05-2021 HR-ATT-2021-00042 Im ca} 
Show Tags 
Nabin Baran Hait * Cancell... 05-05-2021 HR-ATT-2021-00040 2m & 
Save Filter 
ilter Name 
Show Saved 


ra Help » A 
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Attendance (12) 

Notes: | 

Please do not change the template headings | 

‘Status should be one of these values: Present, Absent, On Leave, Half Day | | | 

‘Ifyou are overwriting existing attendance records, 'ID' column mandatory | | | 

ID Employee Employee Name | Date | Status | Leave Type Company Naming Series 
HR-EMP-00008 | Jill Paul 2019-08-01 | Unico Plastics Inc. | HR-ATT-.YYYY.- 
HR-EMP-00001 | George Smith | 2019-08-01 | Unico Plastics Inc. | HR-ATT-.YYYY.- 
HR-EMP-00002 Michelle Alva 2019-08-01 Unico Plastics Inc. HR-ATT-.YYYY.- 
HR-EMP-00004 | Kim John 2019-08-01 | Unico Plastics Inc. | HR-ATT-.YYYY.- 


3. — Enter the Status (Present / Absent) of the Employee for the selected dates. 
4. Save the file. 


5. Upload the saved file. 


B Human Resources 


Upload Attendance ® net saved 


Je) 


Settings ~ Help~ 9 | 23 | 


DOWNLOAD TEMPLATE 
Attendance From Date 


01-08-2019 


Attendance To Date 


31-08-2019 


Get Template 


Drag and drop files, browse, choose an uploaded file or attach a web link 


Once the bulk attendance is uploaded, respective attendance records will be created. 


EMPLOYEE CHECKIN 


Employee Checkin is used to keep a log of all the check-ins and check-outs of an employee in the organization. Most organizations use 
this for attendance, shift management, and working hours calculations. 
1. Prerequisites" 
To create an Employee Checkin, you need to first create: 

e Employee 
If you want shifts to be determined in employee checkins and want to process auto-attendance, then you need to create the following 
documents too: 

e Shift Type 

e@ Shift Assignment or set a default shift in Employee master. 


2. How to create an Employee Checkin_ 
2.1 Creating logs manually 


To create a new Employee Checkin go to: 
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Human Resources > Attendance > Employee Checkin 
1. Click on New. 
2. Select the Employee. 
3. Set the date and time for the log. 

Set Log Type as IN/OUT. 


Save. 


ao a 


If you have set up shifts and shift assignments, the Employee Checkin will set the appropriate shift in which the timestamp falls 
after saving. 
7. Youcan enable Skip Auto Attendance to skip that record while marking attendance. 


8. You can also capture the location from where the employee has checked in or the Biometric Device ID. 


|= | > HR > Employee Checkin » EMP-CKIN-02-2022-000005 Q Search or type a command (Ctrl + G) QO Help » A 


Isha Joshi <j} > ]}a]i- 


&, Assigned To 


Employee * Time * 
a 
Isha Joshi 22-02-2022 17:00:00 
@ Attachments Asia/Kolkata 
Employee Name 
Attach File = iehatlocht Location / Device ID 
Mumbai-1 
Reviews Log Type 
+ OUT 5 Skip Auto Attendance 
r Attendance Marked 
& Shared With Shift 
+ HR-ATT-2022-00138 
Day 
D Tags 


If auto attendance is enabled, the attendance record marked for a set of check-ins will be linked to the document later. 
2.2 Integrating ERP with Biometric devices" 
If you are using a Biometric Device to log employee check-ins and check-outs you can use it to create records in ERP. You can read more 


about this here. 


AUTO ATTENDANCE 


Auto attendance marks the attendance for employees assigned to a shift based on the records in the Employee Checkin document and 


the Auto Attendance Settings of that shift. 


Note: Shift Type needs to be set up and assigned to employees before creating ‘Employee Checkin’ records. Attendance will be marked by 
Auto Attendance only for check-in records that are created after setting up and assigning an employee to their shift type. 
Steps to Set Up Auto Attendance_ 
You can set up Auto Attendance by following the steps mentioned below: 
1. Define Shift Type with Auto Attendance Enabled_ 
You will have to define a Shift Type with Auto Attendance enabled. Details can be found here. 
2. Assign these shifts to employees_ 
Once you have set up a shift, you will have to assign this shift to the employees. You can assign this to an employee using one of the two 
methods given below: 
e Using the Shift Assignment: You can use the Shift Assignment document to assign shifts to employees on a date to date basis. 


e Using the Default Shift field in the employee master: Sometimes you would want to assign a shift for an employee for all the 
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days. You can do this by setting the following field in the Employee: > Employee > Attendance and Leave Details > Default Shift 


Note: Setting Shift Assignment takes precedence over the Default Shift. i.e. if you have set up a shift assignment as well as a default shift for 
an employee, the system will consider the assigned shift over a default shift. 

3. Setup Attendance Device ID field in Employee 

Biometric systems usually have their own IDs for employees. But, the Employee Checkin in ERP needs to be mapped to an employee. 

To map the employee to their IDs in the Biometric system you need to set the following field with the appropriate value: Employee > 
Attendance and Leave Details > Attendance Device ID (Biometric/RF tag ID) 

4. Import or sync Employee Checkins_ 

Once you are done with the above steps you can import/sync the Employee Checkin and start generating attendance automatically. 


Please refer to this article to know more about populating Employee Checkins from an external system: Integrating ERP With Biometric 


Attendance Devices 
Frequently Asked Questions_ 
1. How are a shift's actual start and end timings determined?_ 
Consider a Morning Shift: 
e@ — Start Time: 08:00:00 
e@ — End Time: 11:30:00 
e Begin check-in before shift start time (in minutes): 60 
e — Allow check-out after shift end time (in minutes): 60 
So the "Actual Start Time" of the shift = Start Time - Begin check-in before shift start time = 07:00:00 
The "Actual End Time" of the shift = End Time + Allow check-out after shift end time = 12:30:00. 
2. When is the attendance marked automatically for a particular shift?_ 
Auto Attendance for every ‘Shift Type’ record is attempted to be marked every hour. You can also trigger the auto attendance manually for 
a single shift type by pressing the ‘Mark Auto Attendance’ button in the Shift Type document. 
Once the "Last Sync of Checkin" passes the shift's actual end time, all the employee checkins for that shift are processed for marking 
attendance. 
For eg: Consider a Morning Shift: 
e@ — Start Time: 08:00:00 
e@ — End Time: 11:30:00 
e Begin check-in before shift start time (in minutes): 60 
e Allow check-out after shift end time (in minutes): 60 
So the "Actual Start Time" of the shift is 07:00:00 and the actual end time of the shift is 12:30:00. 
Once the "Last Sync of Checkin" timestamp passes 12:30:00, it indicates that all possible checkin records for that particular shift have been 
synced/captured and this is when attendance marking is attempted. 
3. How does Auto Attendance determine shift for an Employee?_ 
The shift of an Employee on a particular date is determined by the following steps: 
e@ — Shift assigned to an Employee on the given date in the ‘Shift Assignment’ document. 
e If the above is not found, the shift is picked up from the ‘Default Shift’ field of the ‘Employee’ document. 
e Finally, if a shift is not found in ‘Employee’ document also, then it is assumed that the Employee does not belong to any shift on 
the given date and no attendance is attempted to be marked by the Auto Attendance job. 
4. How does Auto Attendance determine Holiday List for an Employee?_ 
Holiday List for an employee is determined as follows: 
e If the employee's determined ‘Shift Type’ has a holiday list, then this is considered. 
e = Otherwise, the holiday list is fetched from either the ‘Holiday List’ field in the Employee document or from the ‘Default Holiday 


List’ field in the Company document, in that order. 
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Note: The Holiday List is important to be determined correctly by the Auto Attendance to not mark the employee as ‘Absent’ on holidays. 


5. Most Biometric devices don't return the exact Log Type. In such cases how will the auto attendance determine which log is IN/OUT 
and how does it calculate working hours?_ 
This is determined by 2 fields in the Shift Type set up: 

@ Determine Check-in and Check-out 


e@ ~=Working Hours Calculation Based On 


SHIFT MANAGEMENT 


The Shift Management module in ERP HR helps you efficiently manage shifts for your employees. 
Using this module you can: 


1. Set up a Shift Type. 
2. Create Shift Requests. 


3. View and Manage Shift Assignments. 

4. Setup Attendance Device ID field in Employee master. 

5. Create Employee Checkins. 

6. The system then processes auto attendance if it is enabled. 
SHIFT TYPE 


The Shift Type document allows you to define the different types of Shifts in your Organization and set up auto attendance for the shift. Auto 
attendance marks attendance based on Employee Checkin records for employees assigned to a shift. 
To access Shift Type, go to: 
Home > Human Resources > Shift Management > Shift Type 
1. Click on New. 


2. Enter the Shift Name, Start Time and End Time 


3. Save 
B > HR > Shift Type > Night Q Search or type a command (Ctrl + G) a Help v A 
Night Mark Attendance << >» @ 


Start Time * Holiday List 
20:00:00 
End Time * Enable Auto Attendance 
02:00:00 Mark attendance based on ‘Employee Checkin’ for Employees assigned to this shift 


0 te) FOLLOW 


In addition to defining the different shifts in your organization, the Shift Type document also has settings for auto attendance. Auto attendance 
marks the attendance for the employees assigned to this shift based on records in the ‘Employee Checkin' Document. Auto Attendance for all 
shift type records is attempted to be marked every hour. You can also trigger the auto attendance manually for a single shift type by pressing 


the ‘Mark Attendance’ button in the shift type document. 
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B > HR > Shift Type > Nigt Q Search or type a command (Ctrl + G) OQ Help» A 
Night Mark Attendance << >» @ = 
You ¢ 4 
Tw Auto Attendance Settings 
You created thi Determine Check-in and Check-out Working Hours Threshold for Half Day 
Strictly based on Log Type in Employee Checkin . 0.0 
lorking hours t w which Half Day is marked. (Zero to disable 
Working Hours Calculation Based On 


Working Hours Threshold for Absent 
First Check-in and Last Check-out bla ° 


0.0 


Begin check-in before shift start time (in minutes) 
Norking hours t which Abse varked. (Zero to disable) 


60 
Process Attendance After 


01-05-2021 


dance will be r d automatically only after this da 
Allow check-out after shift end time (in minutes) 


60 Last Sync of Checkin 


1. Basic Set Up_ 
1. Start Time: The time of the day when this shift starts. The time is to be entered in a 24Hrs format. 
2. End Time: The time of the day when this shift ends. The time is to be entered in a 24Hrs format. 
3. Holiday List: The applicable holidays for this shift can be selected here. If left blank, the default holiday list from the employee 
master or the company document is taken into account. Attendance is not marked via the scheduler if it's a holiday. 
4. Enable Auto Attendance: You can use this option to enable marking attendance for the employees assigned to this shift based on 
their Employee Checkin records. 
Note: For cases where the 'End Time’ is less than ‘Start Time’, the shift is assumed to be a night shift that starts on one calendar date and ends 
on the next calendar date. 
2. Auto Attendance Settings 
You can use the following settings to configure the Auto Attendance as per your requirements: 
e@ Determine Check-in and Check-out: This setting determines how your check-in logs should be interpreted by the auto attendance 
system. 
1. Alternating entries as IN and OUT during the same shift: The first entry is taken as IN followed by the next entry as 
OUT and the following entry as IN and so on. Employee Check-in may not always have an IN/OUT log type. Not all 
biometric devices return Log Type for every log. For such scenarios you can use this option. 
2. Strictly based on Log Type in Employee Checkin: The check-in is determined as IN or OUT strictly based on the ‘Log 
Type’ in the Employee Checkin record. This should be used when the logs that are being recorded in ERP have the exact 
log type. 
e@ Working Hours Calculation Based On: Working hours can be calculated either by including the breaks in between the shift or by 
excluding the breaks. This can be configured using the following options: 
1. First Check-in and Last Check-out: 
e —_Use this option when you want to include breaks or all out/in entries in your working hours. 
@ Selecting this option calculates the working hours by considering the first IN and last OUT Employee Checkin 
during the shift. The time difference between the two is considered as the actual working hours. 
e In case the IN/OUT is determined by alternating entries then the first Employee Checkin is considered as IN 
and the last Employee Checkin is considered as OUT for the purpose of calculating working hours. 
2. Every Valid Check-in and Check-out: 
e@ Selecting this option excludes the time during which the Employee is checked out. 
@ i.e. Only the time during which the employee is checked in is calculated as working hours. 


e@ Begin check-in before shift start time (in minutes): Often employees would check-in a few minutes before the shift start time. 
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To consider these check-ins as part of the shift during the calculation of working hours and marking attendance, you can set up 


this value accordingly. 

e Allow check-out after shift end time (in minutes): Often employees would check-out after the shift end time. To consider these 
check-outs as part of the shift during the calculation of attendance, you can set up this value accordingly. 

@ = Working Hours Threshold for Half Day: If the actual number of working hours is less than the given value in this field then the 
employee attendance is marked as ‘Half Day’. If you never want to mark Half Day based on working hours, you should set this value 
to zero. 

e Working Hours Threshold for Absent: If the actual number of working hours is less than the given value in this field then the 
employee attendance is marked as ‘Absent’. If you never want to mark Absent based on working hours, you should set this value 
to zero. 

e@ Process Attendance After: The date from which ‘Auto Attendance’ should start marking attendance. You should set it to a date 
after which you have Employee Checkin records for this shift. 

e@ Last Sync of Checkin: This is the timestamp up to which Employee Checkin records have been synced. This field has to be updated 
by the script/person(in case of manual entry) making the Employee Checkin Records. If your logs are automatically pushed to ERP 
using the sync tool, this timestamp will automatically be updated for you. You should set this to a date and time up to which the 


Employee Checkin has been synced. 


SHIFT REQUEST 


Shift Request is used by an employee to request for a particular Shift Type. 
1. Prerequisites" 


To create a Shift Request, these need to be created first: 


e Employee 
e Shift Type 


2. How to create a Shift Request_ 
To create a new Shift Request go to: 
Human Resources > Shift Management > Shift Request 
1. Goto Shift Request List, Click on New. 
2. Select Employee and Shift Type. 
3. Set the Shift duration using From Date and To Date. 
4. Select the Approver. If the selected approver does not have access to the Shift Request document, it is shared with the approver 
with "submit" permission. 
5. Save. 


6. Once the Shift Request is Approved and submitted, it creates a Shift Assignment 
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B > HR > ShiftRequest > HR-SHR-21-11-00001 


Q Search or type a command (Ctrl + G) ray Help v A 
= Robert House submitted < > @ = Cancel 
2. Assigned To 

Connections ~ 
+ 
@ Attachments @ Shift Assignment + 
Attach File + 
Shift Type * Company * 
vy Reviews 
Day Frappe 
+ 
Employee * Approver * 
& Shared With 
Robert House rucha@erpnext.com 
+ 
Employee Name From Date * 
prureee Robert House 29-11-2021 
Add a tag 
Status * To Date 
Approved 29-11-2021 
90-Q0 FOLLOW 


3. Setting Shift Request Approver_ 


A Shift Request Approver is a user who can approve a Shift Request of an Employee. In ERP version 13, Shift Request Approver can be set at 
two levels: 


@ Department Level: Shift Request Approvers for each department can be configured in the Department master. Multiple Shift 


Request Approver can be set in a Department. 


B > HR > Department > Research & Development - F 


Q Search or type a command (Ctrl + G) a Help v A 
No Data 
Add Row 
Shift Request Approver 
No. Approver * 
1 agatha@frappe.com 2 Edit 
2 anne@gmail.com @ Edit 


Add Row 


When an Employee belonging to a particular department request for Shift Type, the Shift Request Approver set in that Employee's department 
master will be considered as his Shift Type Approvers. 


e@ Employee Level: Shift Request Approver can also be set in the employee master. 


B > HR > Employee > HR-EMP-00002 


Q Search or type a command (Ctrl + G) ray Help v A 


= Robert House - Active 


Joining Details ~ 
Department andGrade ~ 
Approvers 


Expense Approver Shift Request Approver 
rucha@erpnext.com rucha@erpnext.com 


Leave Approver 


agatha@frappe.com 


If Shift Request Approver are set at both employee and department level, the employee level Shift Request Approver will be considered as 


the default Leave Approver in this case. 
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SHIFT ASSIGNMENT 


A Shift Assignment is created to assign a particular shift type to an employee for a specific period. 
1. Prerequisites" 


To create a Shift Assignment, these need to be created first: 


e Employee 
e Shift Type 


2. How to create a Shift Assignment_ 
In some organizations, shifts are assigned to employees, and in some, employees request for a shift. In the latter case, employees can create 
a Shift Request. Once the Shift Request is Approved and submitted it automatically creates a Shift Assignments for an Employee. 
To directly create a Shift Assignment, go to: 
Home > Human Resources > Shift Management > Shift Assignment 
e Click on New 
e Select the Employee 
e@ Select the Shift Type 
e Set the Start Date. If you want to assign this shift for a specific period, set an End Date. 
@ = Save and Submit. 


e You can set the Assignment as Inactive after submission too. 


B > HR > Shift Assignment > HR-SHA-22-02-00003 Q Search or type a command (Ctrl + G) a Help» A 
Isha Joshi - submittea < > @ Cancel 
ssigned To 
Employee * Company * 
+ 
Isha Joshi Frappe 
@ Attachments 
Employee Name Start Date * 
Attach File + eee 
Isha Joshi 01-01-2022 
ey Re 
Shift Type * End Date 
+ 
Midnight Shift 
% Shared With 
= on . Status Department 
ay Active 4 Research & Development - F 


Note: The Assignment for active shift-type will be for a fixed period if there is an End Date otherwise, it will be treated as an ongoing shift with 


no End Date. Users can update the End Date and status even after submitting the document. 


LEAVES 


This section will help you understand how ERP enables you to efficiently manage the leave schedule of your organization. It also explains how 
employees can apply for leaves. 

The number and type of leaves an Employee can apply is controlled by Leave Allocation. You can create Leave Allocation for a Leave Period 
based on the Company's Leave Policy. You can also allocate Additional Leaves to your employees and generate reports to track leaves taken 
by Employees. 

Employees can also create leave requests, which their respective managers (leave approvers) can approve or reject. An Employee can select 


leaves from a number of leave types such as Sick Leave, Casual Leave, Privilege Leave and so on. 
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HOLIDAY LIST 


Holiday List is a list which contains the dates of holidays. 
Most organizations have a standard Holiday List for their employees. However, some of them may have different holiday lists based on 
different Locations or Departments. In ERP, you can configure multiple Holiday Lists and assign them to your employees based on your 
requirements. 
To access Holiday List, go to: 
Home > Human Resources > Leaves > Holiday List 
1. How to create a Holiday List_ 
1. Go to Holiday List, click on New. 
2. — Enter Holiday List Name. It can be based on the Fiscal Year or Location or Department as per the requirement. 


3. Select From Date and To Date for the Holiday List. 


B > HR > Holiday List > 20 


2021-2022 <}[>]fe 


Shared With 


21-2022 Q Search or type a command (Ctrl + G) a Help v A 


From Date * Total Holidays 


01-04-2021 0 


To Date * 


31-03-2022 
2. Features_ 
Some of the additional features in the Holiday List are as follows: 
2.1 Adding Weekly Holidays 
You can quickly add Weekly Offs in the Holiday List as follows: 
1. — In the ‘Add Weekly Holidays’ section, select the day in the Weekly Off field. 
2. — Click on the ‘Add to Holidays’ button. 
3. Save. 
Once the Weekly Offs are added, it is reflected in the Holidays table. 


Note: You can add multiple days in the Weekly Offs. 


B Human Resources Holiday List Q Settings > Help~ 9 B 


New Holiday List 2 «Not savea a 


Add to Holidays 


Date Description 


Add Row 


Clear Table 


You can also add specific days (like festival holidays) manually by clicking on the 'Add row' option in the Holidays table. 
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B > HR > Holiday List >» 2021-2022 Q Search or type a command (Ctrl + G) OQ Help» A 


= 2021-2022 c>e ~ Ey 


Holidays 
Holidays 
No Date Description 
1 03-04-2021 ‘Saturday @ Edit 
2 10-04-2021 Saturday @ Edit 
3 17-04-2021 Saturday @ Edit 
4 20-04-2021 Eid @ Edit 
5 25-12-2021 Christmas @ Edit 
Add Row 
Clear Table 


Note: Each time a new holiday is updated in the Holidays table, the Total Holidays field gets updated. 
2.2 Holiday List in Company_ 


You can set a default Holiday List at the company-level in the Company master in the ‘Default Holiday List’ field. 


B > Company > Unico Plastics Inc Q Search or type a command (Ctrl + G) QO Hep» A 


= Unico Plastics Inc Create Tax Template View = Create : < > eo f save | 


Default Values 


Default Currency * Country * 
INR India 
Default Letter Head Create Chart Of Accounts Based On 


Standard Template 
Default Holiday List Chart Of Accounts Template 
2021-2022 India - Chart of Accounts 


2.3 Holiday List in Employee_ 


If you have created multiple Holiday List, select a specific Holiday List for an Employee in the respective master. 

When an Employee applies for Leave, the days mentioned in the Holiday List will not be counted, as they are holidays already. 

Note: If you have specified a Holiday List in the Employee master, then that Holiday List will be given priority as compared to the default 
Holiday List of the Company. You can form as many holiday lists as you wish. For example, if you have a factory, you can have one list for the 
factory workers and another list for office staff. You can manage between many lists by linking a Holiday List to the respective Employee. 

2.4 Holiday List in Workstation_ 

You can also set a Holiday List at workstation-level as shown in the screenshot below. 


Ey > Manufacturing > Workstation > Cutting Workstation Q Search or type a command (Ctrl + G) QO | Hepy A 


Cutting Workstation <}{>]le 


Working Hours 


Holiday List 
2021-2022 


Working Hours 


No. Start Time End Time Enabled 
1 06:00:00 20:00:00 a @ Edit 


Add Row 


The dates in the Holiday List tagged in the Workstation master will be considered as the days the Workstation will remain closed. 
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LEAVE TYPE 


Leave Type refers to the types of leaves allocated to an Employee which they can use while making Leave Applications. 
You can create any number of Leave Types based on your company’s requirements. 
To access Leave Type, go to: 
Home > Human Resources > Leaves > Leave Type 
1. How to create a Leave Type_ 
1. Goto Leave Type list, click on New. 
2. Enter Leave Type Name. 


3. Enter Max Leaves Allowed, Applicable After (Working Days), Maximum Continuous Days Applicable (optional). 


4. Save. 
El > tie > Leave Type > Partial paid leaves Q Search or type a command (Ctrl + G) OQ Hepy A 
Partial paid leaves ~ so: Sovea <> 6 » 
A gned To 
Connections ~ 
Attachments Leave Allocation + Attendance + 
Attach File 1 Leave Application + LeaveEncashment + 
Max Leaves Allowed 's Carry Forward 
shared Witt 
2 s Leave Without Pay 
Applicable After (Working Days) Is Partially Paid Leave 
ag 
Add 60 Is Optional Leave 
Maximum Continuous Days Applicable Allow Negative Balance 
be e holidays within leaves as leave: 
oO i) LOW 
You 


You creat Encashment ~ 


Below is a detailed explanation of all the fields and checkboxes in Leave Type. 

@ Max Leaves Allowed: This field allows you to set the maximum number of the annual allocation of this Leave Type while creating 
the Leave Policy. 

e = Applicable After (Working Days): Enter the minimum number of working days here. Only the employees who have worked for 
this number of days or more will be allowed to apply for this particular leave type. Any other leaves (such as Casual Leave, Sick 
Leave.etc.) availed by the Employees after their joining date will also be considered while calculating working days of the Employee. 

@ Maximum Continuous Days Applicable: It refers to the maximum number of days this particular Leave Type can be availed at a 
stretch. If an employee exceeds the maximum number of days, their extended leave will be considered as_ ‘Leave Without Pay’. 

e@ Is Carry Forward: If checked, the balance leaves of this Leave Type will be carried forward to the next allocation period. 

e Is Leave Without Pay: This ensures that the Leave Type will be treated as leaves without pay and salary will get deducted for this 
Leave Type. 

e Is Optional: Optional Leaves are holidays that Employees can choose to avail from a list of holidays published by the company. The 
Holiday List for Optional Leaves can have any number of holidays, but you can restrict the number of such leaves by setting the 
Max Days Leave Allowed field. 

e Allow Negative Balance: If checked, the system will always allow to apply and approve Leave Applications for the Leave Type, even 
if there is no leave balance. 

e Allow Over Allocation: If checked, the system will allow allocating more leaves than the number of days in the allocation period. 

e Include holidays within leaves as leaves: Check this option if you wish to count holidays within leaves asa_ ‘leave’ . For example, 
if an Employee has applied for leave on Friday and Monday, and Saturday and Sunday are weekly offs, if the ‘Include holidays within 
leaves as leaves' checkbox for the Leave Type is checked, the system will consider Saturday as Sunday as leaves too. Such holidays 


will be deducted from the total number of leaves. 
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e Is Compensatory: Compensatory leaves are leaves granted for working overtime or on holidays, normally compensated as an 
encashable leave. You can check this option to mark the Leave Type as compensatory. An Employee can request for compensatory 


leaves using Compensatory Leave Request. 


Introduced in version 13 
e@ Is Partially Paid Leaves: This checkbox ensures that Leave Type will be treated as partially paid and some part of daily earnings will 
be paid through salary slip. If this checkbox is enabled then a field "Fraction of Daily Salary Per Leave" appears where you can define 
the fraction of daily salary paid on the partial leave day. 


Max Leaves Allowed Is Carry Forward 


10 


Is Partially Paid Leave 


Applicable After (Working Days) Fraction of Daily Salary per Leave * 


60 0.500 


Maximum Continuous Days Applicable Is Optional Leave 
4 Vv 
Allow Negative Balance 


Include holidays within leaves as leaves 


Is Compensatory 


Note: The Leave Type can be either Leave Without pay or Partially Paid. 

2. Features_ 

2.1 Leave Encashment_ 

It is possible that Employees can receive cash from their Employer for unused leaves granted to them in a Leave Period. Not all Leave Types 
need to be encashable, so, you should set "Allow Encashment" for only those Leave Types which are encashable. 

Note: Leave encashment is allowed only in the last month of the Leave Period. 


B > HR > Leave Type > Privilege Leave Q Search or type a command (Ctrl + G) ray Hep» A 


Privilege Leave  - No: soved ello Vfalf- [save] 


You created this Encashment ~ 


Allow Encashment Earning Component 


Encashment Threshold Days Leave Encashment s 


5 


Encashment Threshold Days: This field indicates the number of leave days the Employees won't be able to encash. Above the mentioned 
days, the Employee is eligible to encash leaves. 

For example, if there are 10 leaves of a particular Leave Type which is encashable, and the Employee has 8 leaves left. If Encashment Threshold 
Days = 5, the Employee is given encashment of only 8 - 5 = 3 leaves. 

Earning Component: This field allows you to specify the Salary Component that will be encashed to Employees as a part of their Salary in the 
Salary Slip. 

Note: On submitting a Leave Encashment for an Employee, ERP automatically creates an Additional Salary which will get added to the Salary 
Slip of the Employee when processing the next payroll. 

2.2 Earned Leave_ 

Earned Leaves are leaves earned by an Employee after working with the company for a certain amount of time. Checking "Is Earned Leave" 
will allot leaves pro-rata basis by automatically updating Leave Allocation for leaves of this type at intervals set by ‘Earned Leave Frequency’. 
For example, an Employee is allotted 24 Privilege Leaves in a year, wherein the Privilege Leave is set as Earned Leave with Monthly allotment. 
In this case, the Employee will earn 2 (24 leaves/12 months) Privilege Leaves at the end of every month. The leave allotment process 


(background job) will only allot leaves considering the max leaves for the leave type and will round to 'Rounding' for fractions. 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800896 


- 530 - MAN ENERGY 


EB > te > Leave Type > 7 Q Search or type a command (Ctrl + G) Q Hepy A 


Casual Leave <> 6 [save | 


EarnedLeave ~« 
@ Is Earned Leave Based On Date Of Joining 
Earned Leave Frequency 


Monthly ~ Rounding 


Note: The initial allocation of this Leave Type will be 0. Leaves will be updated at the end of the Month (or as per the ‘Earned Leave Frequency’ 
set). 

2.3 Default Leave Types" 

There are some pre-loaded Leave Types in the system, as below: 

e@ Leave Without Pay: You can avail these leaves for different purposes, such as extended medical issues, educational purposes, or 
unavoidable personal reasons. The ‘Leave Without Pay' checkbox for this Leave Type is checked by default. The employee does not 
get paid for such leaves. 

e Privilege leave: These are like earned leaves that can be availed for travel, family vacation, and so on. 

e@ — Sick leave: You can avail of these leaves if you are unwell. 

@ Compensatory off: These are compensatory leaves allotted to employees for overtime work. The ‘ls Compensatory’ checkbox for 
this Leave Type is checked by default. 


e@ Casual leave: You can avail of this leave to take care of urgent and unseen matters. 


LEAVE PERIOD 


A Leave Period is a duration of time for which leaves are allocated. 

Most companies manage leaves based on a Leave Period, corresponding to a calendar year or the fiscal year. To access Leave Period, go to: 
Home > Human Resources > Leaves > Leave Period 

1. Prerequisites" 


Before creating a Leave Period, it is advisable to create the following: 


e Company 
e Holiday List 


2. How to create a Leave Period_ 
1. Go to Leave Period list, click on New. 
2. Enter the From Date and To Date of the Leave Period. 
3. Select the Company name for which the Leave Period is applicable. 
4. Save. 


The Leave Period also allows you to select a Holiday List for Optional Leaves (optional) which will be considered for allocating Optional Leaves 


for the period. 

Note: The ‘Holiday List for Optional Leaves’ is not the same as the usual ‘Holiday List’. This list will contain a list of optional holidays only. 
‘Holiday List for Optional Leaves’ can be created from the Holiday List document. You can create two Holiday Lists for a Leave Period; one 
containing the usual set of holidays and the other for optional holidays. 


Additionally, you can check the ‘Is Active’ checkbox if you want to enable this particular Leave Period. 
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= HR-LPR-2021-00001 


@ Attachments 


Attach File + 


vr Reviews 


+ 


& Shared With 


Policy Assignment. 


Bh > ue > Leave Period > HR-LPR-2021-00001 


+ Not Saved 


Transactions 


Leave Allocation + 


From Date * 


01-04-2021 


To Date * 


31-03-2022 


Is Active 


3. Granting leave using Leave Period_ 


In version 12, leaves could be granted via Leave Period through the "Grant Leaves" button. In version 13, leaves will be granted using Leave 


Once the information is saved, the Leave Period will also be used as a tool to help you grant leaves for a category of employees. 
The Grant button will generate Leave Allocations based on the Leave Policy applicable to each Employee. You can allocate leaves based 


on Employee Grade, Department or Designation as shown below. 


LEAVE POLICY 


Grant Leaves 


FILTER EMPLOYEES BY (OPTIONAL) 


Employee Grade Designation 


Department Employee 


Add unused leaves from previous allocations 


The amount of entitled leaves in a Company for an Employee in a Leave Period is known as Leave Policy. 
It is a practice for many enterprises to enforce a general Leave Policy to effectively track and manage Employee leaves. ERP allows you to 
create and manage multiple Leave Policies and allocate leaves to Employees as defined by the policy. 
To access Leave Policy, go to: 
Home > Human Resources > Leaves > Leave Policy 
1. How to create a Leave Policy_ 
1. Goto Leave Policy list, click on New. 
2. Select the Leave Type and enter its Annual Allocation. 


3. Save and Submit. 


Q Search or type a command (Ctrl + G) fal Help ~ A 


Company * 
Unico Plastics Inc 


Holiday List for Optional Leave 


2021-2022 - 
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B > HR > Leave Policy > HR-LPOL-2021-00001 Q Search or type a command (Ctrl + G) Q Hep» A 


HR-LPOL-2021-00001  .- suomittea < > 8 » Cancel 


&, Assigned To 


+ Connections ~ 


Leaves 
Attachments 


Leave Allocation 
Attach File + 


Reviews 


Leave Allocations 


} Shared With 
Leave Policy Details 
Ni Lea Annual All ti 
® Tag: 
1 Sick Leave 10 2 Edit 
ida tag 
2 Casual Leave 10 4 Edit 
3 Privilege Leave 104 Edit 
C) 0 FOLLOW 
4 Leave Without Pay 5 ¢ Edit 
5 Compensatory Off 5 2 Edit 


Add Row 


Once submitted, you can enforce the Leave Policy through the dashboard, either to an Employee or an Employee Grade. 
When a Leave Policy is assigned to an Employee Grade, it will ensure that all leave allocations for employees of this grade will be as per the 
Leave Policy. In case you need to selectively update the Leave Policy for a particular Employee, you can do so by tagging the Leave Policy in 


the Employee master under the ‘Attendance and Leave Details’ section. 


LEAVE POLICY ASSIGNMENT 


Leave Policy Assignment in ERP is used to assign leaves to employees based on created policies. To access Leave policy assignment, go to: 
Home > Human Resources > Leaves > Leave Policy Assignment 
1. Prerequisites" 


Before creating a Leave Policy Assignment, it is advisable to create the following: 


e Employee 


e Leave Policy 
2. How to create a Leave Policy Assignment_ 


1. Go to Leave Policy Assignment, click on New. 
2. Select Employee and Leave Policy. 
3. Select Assignment based on the following as needed: 
e If "Assignment based on" is set to Leave Period, you need to select the applicable Leave Period. The Effective From and 
Effective To dates will be set automatically based on the Leave Period selected. 
e If "Assignment based on" is set to Joining Date, the Effective From date will be set to the employee's Date of Joining. 
e If "Assignment based on" is left blank, then you will have to set the Effective From and Effective To date manually. 


4. Save and Submit. 
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B HR Leave Policy Assign... 


HR-LPOL-ASSGN-00009 © vot savea 


B>« 


Leave Allocation 
VIEWS 
Reports + 
List Expired 
Dashboard 

Add Filter Clear Filters Leave Policy Assignment = HR- x 
Kanban + 

Name Status Employee Employee Name 

FILTER BY 
Assigned To ~ HR-LAL-2020-00031 @ Submitted —  HR-EMP-00003 _—Shristi 
Created By + 
Add Fields + HR-LAL-2020-00030 @ Submitted HR-EMP-00003 _Shristi 


5. Features_ 
5.1 Bulk Leave Policy Assignment_ 


ERP also allows creating multiple Leave Policy Assignment for multiple employees. 


filters by clicking Add Filters. 
3. Select Leave Policy and Effective From and Effective To dates. 


4. Click on Assign. 


Comments i) Employee Assignment based on 
Assigned To HR-EMP-00003 Leave Period 
Assign + 
Employee name Leave Period 
Attachments Shristi HR-LPR-2020-00002 
Attach File + 
Company Effective From 
Tags 
Add a tag frappe 01-08-2020 
Reviews Leave Policy Effective To 
+ HR-LPOL-2020-00001 01-02-2021 
Shared With Add unused leaves from previous allocations 
~ 


On submission, Leave Allocation documents would be created automatically based on the Leave Policy as shown below. 


Leave Type 


Privilege Leave 


Casual Leave 


1. Go to Leave Policy Assignment list, click on Bulk Leave Policy Assignment. 


2. Dialog Will appear, Select Employee. You can filter Employee based on Company and Department or You can also use standard 


Q Settings ~ Help~ w & 


<> Menu~ 


Q Settings Helpy @ & 


Menu + Refresh | New | 


Last ModifiedOn + 


R-LAL-2020-00031 2m 


?-LAL-2020-00030 2m 
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1 
2 
3. 
4 


LEAVE ALLOCATION 


1. Prerequisites" 


Employee 
Leave Type 


Leave Period 


Leave Policy 


Go to Leave Allocation list, click on New. 


Select Employees 


Search 


Add Filter 


Name 


HR-EMP-00001 


HR-EMP-00007 


HR-EMP-00002 


HR-EMP-00004 


HR-EMP-00005 


HR-EMP-00003 


Leave Policy 


HR-LPOL-2020-00002 


Assignment Based On 


Leave Period 


Leave Period 


HR-LPR-2020-00002 


To access Leave Allocation, go to: 


2. How to create a Leave Allocation_ 


Company 


Company 


frappe 


frappe 


frappe 


frappe 


frappe 


frappe 


Home > Human Resources > Leaves > Leave Allocation 


Make Employee 


Department 


Department 


Accounts - F 


Accounts - F 


Effective From 


01-08-2020 


Effective To 


01-02-2021 


@ Add unused leaves from previous 
allocations 


Leave Allocation enables you to allocate a specific number of leaves of a particular type to an Employee. 


Before creating a Leave Allocation, it is advisable you create the following documents: 


Select the Employee, Leave Type, From Date and To Date. 


Enter the number of New Leaves Allocated for that particular Leave Type. 


Save and Submit. 
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3 Shared With 


You edited this 
just now 


You 
just n 


Comments 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 
Add a tag 


Reviews 


Shared With 


+ 


FOLLOW 


EB > tt > Leave Allocation > HR-LAL-2021-00001 


= HR-LAL-2021-00001 . submitter 


Employee * 


HR-EMP-00001 


Employee Name 


Albert Einstein 


Company * 


Unico Plastics Inc 


Allocation 
New Leaves Allocated 
10 
@ Add unused leaves from previous allocations 
Unused leaves 


0) 


Total Leaves Allocated * 


10 


Note: Enable the ‘Add unused leaves from previous allocations’ option in case you want to carry forward unused leaves from the previous 
allocation period for this particular Leave Type. 
2.1 Allocating Leaves through Leave Period_ 
Leaves are usually allocated for a particular Leave Period. Once a Leave Period is created and saved, you can click on the Grant button to 


generate Leave Allocations based on the Leave Policy applicable to each Employee. 


B Human Resources 


Leave Period 


HR-LPR-2019-00001 


DASHBOARD 


Transactions 


Leave Allocation + 


From Date 


01-04-2019 


To Date 


31-03-2020 


You can allocate leaves based on Employee Grade, Department or Designation. 


Q Search or type a command (Ctrl + G) ral Help ~ A 
< > @ = Cancel 


Leave Type * 


Privilege Leave 


From Date * 


29-04-2021 


To Date * 


31-03-2022 


Q Settings ~ Help~ [81] 
8&<> Menu 


Company 
Unico Plastics Inc. 
Is Active 


Holiday List for Optional Leave 


2019-20 


Once granted, the leaves will be automatically allocated to the selected Employees based on the Leave Policy set in their Employee master. 


You can check the newly allocated leaves in the Leave Allocation list. 
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EB > i > Leave Allocation > new-leave-allocation-4 Q Search or type a command (Ctrl + G) OQ Hepy A 


= New Leave Allocation - so saves 


Series * Leave Type * 
HR-LAL-.YYYY.- by Privilege Leave 
Employee * From Date * 
HR-EMP-00001 01-04-2021 
Employee Name To Date * 
Albert Einstein 31-05-2022 


Department 


Research & Development - UP 


Company * 


Unico Plastics Inc 


Allocation 
New Leaves Allocated Leave Period 
10.000 HR-LPR-2021-00001 


Add unused leaves from previous allocations 


Unused leaves 


0 


Total Leaves Allocated * 


10 


LEAVE APPLICATION 


Leave Application is a formal document created by an Employee to apply for Leaves for a particular time period. 
ERP allows your employees to apply for leaves via Leave Applications and get them approved by the Leave Approvers. 
To access Leave Application, go to: 

Home > Human Resources > Leaves > Leave Application 

1. Prerequisites" 


Before you create a Leave Application, it is advisable you have the following documents: 


e Department 


e Leave Period 
e Holiday List 
e Leave Type 


e Leave Policy 


e Leave Allocation 


2. How to create a Leave Application_ 
1. Goto Leave Application list, click on New. 


2. A table of Allocated Leaves will be shown. Based on the Leaves taken, the available leaves are displayed for each Leave Type. 


“a S P.O.Box 128448, Dubai, United Arab Emirates 
mAN ENERGY - 537 - man.energy 800696 


B Human Resources Leave Application Q Settings ~ Helpy  & 
New Leave Application 1 ® Not saved 


DASHBOARD 


Allocated Leaves 


Leave Type Total Allocated Leaves Used Leaves Pending Leaves Available Leaves 
Casual Leave 10 tt) °o 10 
Privilege Leave 20 1 i) 19 
Sick Leave 10 i) oO 10 
Series Leave Type 
HR-LAP-.YYYY.- v Privilege Leave 
Employee Department 
HR-EMP-00001 Research & Development - UP 


Employee Name 


George Smith 


3. Select the Employee Name and Leave Type. 

4. Set the Leave duration using From Date and To Date. Based on the dates selected, the ‘Total Leave Days' and the ‘Leave Balance 
Before Application’ fields will be displayed. 

5. If the Leave applied is for a half-day, select the 'Half Day’ checkbox. 


6. — Enter the Reason for Leave. 


B Human Resources Leave Application Q Settings Helpy  & 
New Leave Application 1 « not saved 
Series Leave Type 
HR-LAP-.YYYY.- v Privilege Leave 
Employee Department 
HR-EMP-00001 Research & Development - UP 
Employee Name Leave Balance Before Application 
George Smith 19 
From Date Reason 
04-03-2020 Travel 
To Date 
06-03-2020 
Half Day 


Total Leave Days 


3 


7. Select Leave Approver. 
8. Select the Posting Date of the Leave Application. 
9. Check the ‘Follow via Email’ checkbox to send notification of the Leave Application to the Leave Approver. 


10. You can also link the Salary Slip of the Employee in the Leave Application for the record. 
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B Human Resources Leave Application Q Settings ~ 


New Leave Application 1 ¢ Not savea 


06-03-2020 
Half Day 
3 
eave Approve 
prasad@erpnext.com Open 
eave Approver Name 
Prasad Ramesh Sal Slip/HR-EMP-00001/00002 
Sosting Dat 
30-03-2020 Unico Plastics Inc. 


Follow via Email etter Head 


#ff4d4d 


Horizon Technologies 


is sent to the Leave Approver for approval. The Leave Approval Notification Template can be configured in HR Settings under the 


Leave Settings section. 


Once the Leave Approver receives the email, they can Approve, Reject, or Cancel the Leave Application. Once this is done, the Leave 


Approver can submit the Leave Application. On submission, the status of the document changes accordingly, and an email is sent 


to the Employee notifying them the same. 


Note: Leave Application cannot be submitted if the Salary is already processed for the leave period. 


The Leave Application process flow is summarized below: 


e@ The employee applies for leave through Leave Application. 
e = Approver gets notification via email. For this, the "Follow via Email" checkbox should be checked. 
e = Approver reviews Leave Application. 
e@ = Approver approves/rejects/cancels Leave Application 
e The employee gets the notification on the status of his/her Leave Application 
3. Features_ 


3.1 Setting Leave Approver_ 


Department Level: Leave Approvers for each department can be configured in the Department master. Multiple Leave Approvers 


can be set in a Department. The first Leave Approver in the list will be considered as the default Leave Approver. 


Help ~ 


11. Click on Save. Once the Employee saves the Leave Application, the status of the Leave Application changes to ‘Open’, and an email 


A leave approver is a user who can approve a Leave Application of an Employee. In ERP version 12, Leave Approvers can be set at two levels: 


MAN ENERGY 539 - 
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B Human Resources Department Q Settings > Help~ 9 


Accounts - UP ¢ Enabled <> Menu~ | save | 


Shared With 


Approver 
4s age 1 prasad@erpnext.com 
You eated thi 2. matt@example.com 

3 bruce@example.com 


Add Row 


When an Employee belonging to a particular department applies for leave, the Leave Approvers set in that Employee's department master 
will be considered as his Leave Approvers. 


e@ Employee Level: Leave Approvers can also be set Employee-wise in the employee master. 
B HR Employee Q Settings ~ Helpy  & 


Gavin © Not Saved HR-EMP-00002 & <> Menu | save | 


anurag@erpnext.com anurag@erpnext.com 


anurag@erpnext.com 


If Leave Approvers are set at both Employee-level and Department-level, the Employee-level Leave Approver will be considered as the default 
Leave Approver in this case. 

When a new Leave Application is created, if the selected leave approver does not have access to it, the document is shared with the approver 
with "submit" permission. 

Tip: If you want all users to create their own Leave Applications, you can set their “Employee ID” as a match rule in the Leave Application 


Permission settings. Check Setting Up Permissions for more information. 


Additional Notes: 
e Leave Application period must be within a single Leave Allocation period. In case, you are applying for leave across the leave 
allocation period, you have to create two Leave Application records. 
e Leave Application period must be in the latest Leave Allocation period. 


e@ Employee cannot apply for leave on the dates which are added in the Leave Block List. 


To understand how ERP allows you configure leaves for employees, check Leaves. 


COMPENSATORY LEAVE REQUEST 


Compensatory Leave is a leave that is granted to an Employee as compensation for working overtime or on holidays. 

ERP allows Employees to request for Compensatory Leaves through the Compensatory Leave Request document. It is necessary that the dates 
mentioned in the Compensatory Leave Request should be in default Holiday List and also that the Employee should have their attendance 
marked Present. 


Note: Only Leave Types which are marked as 'Is Compensatory’ can be selected in the Compensatory Leave Request. 
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To access Compensatory Leave Request, go to: 
Home > Human Resources > Leaves > Compensatory Leave Request 
1. Prerequisites" 
Before creating a Compensatory Leave Request, it is necessary to create the following documents: 
e Employee 
e Leave Period 
e Leave Type 
e Leave Policy 
e Leave Allocation 


@ Holiday List 
e = Attendance 


2. How to create a Compensatory Leave Request_ 


Go to Compensatory Leave Request list, click on New. 


2. Select the Employee ID. Once selected, The Employee Name and Department will get automatically fetched. 
3. Select Leave Type. 
4. Select Work From Date and Work End Date. This is the date of the day(s) the Employee has worked on, during a Holiday. 
5. Enter the Reason. 
6. Save and Submit. 
BB > HR > compensatory Leave Request > new-compensatory-leave-request-1 Q Search or type a command (Ctrl + G) QO Hep» A 
New Compensatory Leave Request - saves 
HR-EMP-00001 Compensatory Off 


Employee Name 


Albert Einstein 


Worked On Holiday 


Work From Date * Reason * 


15-04-2021 Customer Training 


Work End Date * 


16-04-2021 


Half Day 


On submitting the Compensatory Leave Request, ERP updates the Leave Allocation record for the Compensatory leave type, allowing the 


Employee to apply for leaves of this type later on depending upon the number of leaves left. 


LEAVE ENCASHMENT 


Leave Encashment refers to an amount of money received in exchange for Leaves not availed by an Employee. You can submit Leave 
Encashment for Leave Types which are encashable. 

To access Leave Encashment, go to: 

Home > Human Resources > Leaves > Leave Encashment 

1. Prerequisites" 


Before creating Leave Encashment, it is advisable you create the following documents: 


1. Employee 
2. Leave Type 
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3 
4. 
5 
6 


Comments 


Leave Policy 


Leave Period 


Salary Structure 


Salary Structure Assignment 


2. How to create a Leave Encashment_ 


Select the Employee. Once the Employee is selected, the Employee's Department is automatically fetched. 


Select Leave Type for which the Leave is encashed. Make sure the Leave Type is encashable (the ‘Allow Encashment' checkbox in 


Select Encashment Date. Based on the date selected, the amount will be encashed in that particular Payroll Entry. 


1. Go to Leave Encashment list, click on New. 
2. Select Leave Period. 
3. 
4. 
the Leave Type is checked). 
5. 
6. Save and Submit. 
(> Humanresources > Leave Encashment 


HR-ENC-2019-000071 ° submittea 


Ui) eave Pel 


HR-LPR-2019-00001 


Q Settings + Help~ 9 | 82 | 


@&<> = Menu~ = Cancel 


HR-LAL-2019-00006 


Assigned To 
Aitachmnents HR-EMP-00004: Kim John 
Tags 
Add Kim John 
Reviews 
Casual Leave 
Shared With 


2 5,000.00 


Date 
You editec 


24-08-2019 


tional Salai 


HR-ADS-19-08-00001 


assigned Salary Structure. 


the Employee when processing the payroll. 


LEAVE BLOCK LIST 


To access Leave Block List, go to: 


1. Prerequisites" 


Home > Human Resources > Leaves > Leave Block List 


Note: As you select Employee and Leave Type, Leave Balance and Encashable Days (which is total leave balance minus the threshold days set 


in Leave Type) will be shown along with the Encashment Amount based on the Leave Encashment per day as configured in the Employee's 


On submitting a Leave Encashment for an Employee, ERP automatically creates an Additional Salary which will get added to the Salary Slip of 


Leave Block List is a list of dates in a year, on which employees cannot apply for leave. 


ERP allows you to define a list of Leave Approvers who can approve Leave Applications on blocked days, in case of urgency. You can also 


define whether the list will be applied to the entire company or on any specific departments. 
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Company 
Department 


Leave Period 


Holiday List 


2. How to create a Leave Block List_ 


Go to Leave Block list, and click on New. 


Enter Leave Block List Name. 


Before you create a Leave Block List, it is advisable you have the following documents: 


Enter Block Date and Reason in the ‘Leave Block List Dates’ table. 


Enter Users to approve Leave Applications for Blocked Days in the 'Leave BLock List Allowed’ table. 


Save. 


EE > be > Leave Block List > Block List 


Block List 
Company * 
- pany 
Unico Plastics Inc 
& Shared With 
n @ Applies to Company 
f not checked, the list will have to be added to e 
applied. 
Tags i 
Add a tag 
Block Days 
° 0 FOLLOW Stop users from making Leave Application 
Leave Block List Dates 
@ No Block Date 
1 28-05-2021 


2 31-05-2021 


Allow Users 


Allow the following users to approve Leave Applications for block days. 


Leave Block List Allowed 


No. Allow User 


LEAVE LEDGER ENTRY 


ch Department where it has to be 


Q Search or type a command (Ctrl + G) 


Reason 


AGM 


Annual get together 


Note: Enable the ‘Applies to Company’ option if you want the Leave Block List to be applicable for the entire Company. If not checked, the 


list will have to be added to each Department where it has to be applied. 


A unified ledger for all leave related transactions for an employee. This maintains all the leaves related transactions, this includes the leave 


allocations, leave applications and leave encashments of your employees. 


2 Edit 


@ Edit 


MAN ENERGY 
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B Human Resources Q Settings ~ Help~ 9 B 
Report: Leave Ledger Entry Menu+ — Refresh 
Reports ~ 
List 
Add Filter Add Group Last ModifiedOn # 

Calendar ~ 
Kanban + ID Employee Employee Name _ Leave Type Transaction Ty. Transaction N Leaves 
Assigned To + 

1 d268786d96 HR-EMP-00001:... Sample Employee Casual Leave Leave Allocation HR-LAL-2019-0... 15 

2 6a5673cf6e HR-EMP-00001:... Sample Employee Casual Leave Leave Allocation HR-LAL-2019-0... 15 
Tags 3 9f55d3d362 HR-EMP-00001:... Sample Employee Casual Leave Leave Allocation HR-LAL-2019-0... 15 
No Tags 7 

4 cc0d80204a HR-EMP-00002:... Mangesh Shrira... Casual Leave Leave Allocation HR-LAL-2019-0... 10 
Shi 

5  08d830a80b HR-EMP-00002:... Mangesh Shrira... Casual Leave Leave Application HR-LAP-2019-0... -3 

6 e3c4ice3f7 HR-EMP-00001:... Sample Employee Sick Leave Leave Allocation HR-LAL-2019-0... 12 

7 7803ff61e4 HR-EMP-00001:... Sample Employee _ Privilege Leave Leave Allocation HR-LAL-2019-0... 12 


It is important for enterprises to create and manage vacant positions, job applicants and also create and manage recruitment plans. ERP helps 
you create recruitment plans and create and publish job openings accordingly, making it easy to manage your hiring process. To understand 


how you can do configure this, check Staffing Plan 


EMPLOYEE REFERRAL 


Internal Recruitment is one of the best processes for recruitment, and it also saves effort and capital. The Employee Referral is a process where 
existing employees refer a suitable candidate from their network for a vacant designation/position. 
In ERP, you can manage Employee Referrals. 
To access Employee Referral, go to: 
Human Resources > Recruitment > Employee Referral 
1. Prerequisites" 
1. Employee 
2. Additional Salary 
3. Job Applicant 


2. How to create Employee Referral_ 
1. Goto Employee Referral > Add Employee Referral. 
2. — Fill in basic details of the person you want to refer like First Name, Last Name, Email, etc. 
3. Select Employee under Referrer. 
4. Save and Submit. 
3. Features_ 
3.1 Creating Job Applicant and auto-syncing status from Job Applicant_ 
When you submit an employee referral document the initial status will be "Pending". After submitting the document, the "Create Job Applicant" 
button will appear at the top right corner. 
Clicking this button will create a new Job Applicant with the status "Open". The status of the Employee Referral document will change to "In 


Process" 
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for their referral. 


STAFFING PLAN 


1. Prerequisites" 


Department 


Designation 
2. How to create a Staffing Plan_ 


"Accepted" or "Rejected" respectively. 


3.2 Managing referral bonus" 


need to save and submit the document. 


To access Staffing, go to: 


Home > Human Resources > Recruitment > Staffing Plan 


Go to Staffing Plan list, click on New. 


Enter the Name, From and To Date and select the Department for which you want to create the Staffing Plan. 


Enter the Staffing Plan Details such as Designation, Vacancies, Estimated Cost Per Position, Total Estimated Cost and Number of 


Positions. 


Save and Submit. 


B > HR > Staffing Plan > Staffing 


FOLLOW 


Plan 2021-22 


Staffing Plan 2021-22 - submittea 


Company * 


Unico Plastics Inc 


Department 


Research & Development - UP 


Staffing Plan Details 
Staffing Plan Detail 


No Designatio 


1 Engineer 10 
2 Researcher 5 
3 Software Developer 7 


Add Row 


Total Estimated Budget 


@ 11,55,000.00 


Staffing Plan helps you to plan manpower requirements for your Company. 


created as per the number of vacancies and budget as per the active Staffing Plan. 


Before creating a Staffing Plan, it is necessary you create the following: 


Q Search or type a command (Ctrl + G) ra Help ~ A 


From Date * 


01-04-2021 


To Date * 


31-03-2022 


nated Cost Pe 


% 50,000.00 


75,000.00 


% 40,000.00 


When someone changes the status of the Job Applicant to "Hold" or "Replied", the status of the Employee Referral will remain "In Process". 


If the status of the Job Applicant changes to "Accepted" or "Rejected", the status of the Employee Referral document will also change to 


Many companies provide bonuses to their employees for such referrals. ERP allows you to track the payment of the bonus to the employee 


For the Referral bonus, you need to check the "Is applicable for referral bonus" checkbox before submitting the document. After submitting 


the document, the "Create Additional Salary" button will appear at the top right corner, if the status is "Accepted". 


On Click, It will redirect you to the Additional salary form where you need to select Salary component and Payroll date and after that, you 


ERP allows you to do this at a company level helping you efficiently plan and budget new hirings for a period. Job Openings can only be 


2 5,00,000.00 


% 3,75,000.00 


% 2,80,000.00 


< > e * Cancel 


10 @ Edit 
s ? Edit 
7 ? Edit 
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3. Features_ 


Some of the additional features in the Staffing Plan doctype are explained below: 


e@ Designation: The designations for which the Staffing Plan is created. 

@ Number of Positions: The number of positions you plan to recruit for between the From and To Dates of the Staffing Plan. 

e = Current Count: This is the number of Employees already hired against the particular Designation. 

e@ Vacancies: The number of vacancies based on the Number of Positions you wish to recruit and the current Employee count. 

e Estimated Cost Per Position: You can specify the cost to company per position so that hiring officials can stick to the budget. 
Editing Row #1 «~ 


Designatior 


Software Developer (4) 
e ent Ope 
5 0 
Estimated ( e r t t 
2 1,00,000.00 5 


2 5,00,000.00 


e = Total Estimated Budget: Once you enter the recruitment plan for all the designations, Staffing Plan will draw up the total estimated 
budget as per the plan. 
JOB OPENING 


A Job Opening is a job vacancy in your Company. You can make a record of the open vacancies in your company using Job Opening. 
ERP allows to plan recruitments for your company. The number of Job Openings you can create for a Designation is restricted according to 
the vacancies planned by the Staffing Plan defined for the company or one of its parent group companies in the hierarchy. 

Note: Make sure the "Check Vacancies On Job Offer Creation” checkbox is checked in the Hiring Settings section of the HR Settings. 

To access Job Opening, go to: 

Home > Human Resource > Recruitment > Job Opening 

1. Prerequisites" 


Before creating a Job Opening, it is advisable you create the following: 


2. How to create a Job Opening_ 


p trl + Down, ESC Insert Below 


Staffing Plan 
Department 


1. Goto Job Opening list, click on New. 
2. — Enter the Job Title. 
3. Select the Designation and Department. Based on Designation selected, appropriate Staffing Plan and Planned Number of Positions 
will be fetched. 
4. Save. 
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EB > te > sobopening > software-developer Q Search or type a command (Ctrl + G) QO Hepy A 


software-developer - open «> 6: [save] 


2, Assigned To 


+ Connections ~ 


@ Attachments Job Applicant + 


Attach File + 


Job Title * Designation * 
Software Developer Engineer 
% Shared With 


Company * Department 


+ 


Unico Plastics Inc Research & Development ~ UP 


Status Staffing Pian 


Open 2 Staffing Plan 2021-22 


Planned number of Positions 
oO o FOLLOW 
10 


Once the Job Opening is saved, you can directly create a new Job Applicant from the dashboard. 
Note: You can set the Status of the Job Opening as Open/Closed. Once a Job Opening is Closed, you cannot create a Job Applicant against 


it. 


JOB APPLICANT 


A Job Applicant is a person who applies for a job in your Company against a particular Job Opening. 
In ERP, you can maintain a list of people who have applied against a particular Job Opening. 

To create a Job Applicant, go to: 

Home > Human Resource > Recruitment > Job Applicant 

1. Prerequisites" 


Before creating a Job Applicant, it is advisable you create the following: 


e Staffing Plan 
e Department 


e = Job Opening 
2. How to Create a Job Applicant. 


i 


Go to Job Applicant list, click on New. 

2 Enter Applicant Name and Email Address. 

3. Select Job Opening. 

4. Select Source (Campaign, Employee Referral, Walk In, Website Listing). 


Note: If you select the Source as Employee Referral, you will have to select the Employee name in the Source Name Field. 
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| = | > HR > Job Applicant > Jan jani Q Search or type a command (Ctrl + G) OQ Hepy A 
Jane Doe - open JobOffer << >» & 
2 Assigned To 
+ Connections ~ 
@ Attachments Employee + Job Offer + 
Attach File + Employee Onboarding 
tr Reviews 
+ 
Applicant Name * Job Opening 
Shared With 
Jane Doe software-developer 
+ 
Email Address * Source 
Tags 
janedoe@example.com Employee Referral 
Add a tag 
Phone Number Source Name 
HR-EMP-00001 
0-Qo FOLLOW 
Country Applicant Rating 
India 
Status * 
Open 


3. Features_ 
3.1 Linking with an Email Account_ 
You can link Job Application with an Email account. Suppose you link Job Application with an email job@example.com, the system will create 
a New Job Applicant against each email received on the mailbox. 
e@ = To link Email Account with Job Applicant, go to: 
Settings > Email Account > New Email Account 
e Enter the Email Address and the password, and select ‘Enable Incoming’ 


e —_In'‘Append To’ select 'Job Applicant’ 


BB > Emaitaccount > Jobs Q Search or type a command (Ctrl + G) QO Hepy A 
Jobs - Not saved <if> Valf— [save] 
@ Enable incoming 
Check this to pull emails from your mailbox 
Use IMAP 
Email Server 
e.g. pop.gmail.com / imap.gmail.com 
Use SSL 
Port 
non-standard port (e.g. POP3: 995/110, IMAP: 993/143) 


Attachment Limit (MB) 


1 


gnore attachm 


nust have fields, "Status" 


Default Incoming 


g. replies@y 


Email Sync Option 


UNSEEN 


JOB OFFER 


Job Offer is given to selected candidates after interview and selection which states the offered salary package, designation, grade, 
department, number of days entitled for leave among other information. 
In ERP you can make a record of the Job Offers that you can give to candidates. To access Job Offer, go to: 


Home > Human Resource > Recruitment > Job Offer 
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bE yo 


1. Prerequisites" 


e Staffing Plan 
@ = Job Applicant 
e = Job Opening 


Save and Submit. 


& Assigned To 


+ 


@ Attachments 


Attach File + 


te Reviews 


+ 


a Shared With 


° ° FOLLOW 


3. Features_ 


3.1 Job Offer Terms_ 


Description. 


and link it to the Job Offer. 


3.3 Printing Details_ 


section. 


Before creating a Job Offer, it is advisable to create the following: 


2. How to Create a Job Offer_ 
1. Goto Job Offer list, click on New. 


Select the Job Applicant, Offer Date and Designation. 


EB > te > sobortfer > HR-oFF-2021-00001 


Jane Doe - Awaiting Response 


Job Applicant * 


Jane Doe - janedoe@example.com - software-developer 


Applicant Name * 


Jane Doe 


Applicant Email Address 


janedoe@example.com 


Job Offer Terms 
No Offer Term 
1 Job Description 


Add Row 


Select Terms and Conditions 


Terms & conditions 2021 


Note: A Job Offer can be made only against a Job Applicant 


3.2 Select Terms and Conditions_ 


2 
3. Set the Status of the Job Offer (Awaiting Response, Accepted, Rejected). 
4 


Q Search or type a command (Ctrl + G) a Help» = A 


< > oe - Cancel 


Status 


‘Awaiting Response 


Offer Date * 
01-05-2021 
Designation * 


Software Developer 


Company * 


Unico Plastics Inc 


Value / Description 


to create software applications 2 Edit 


In this section, you can enter the Job Offer Term such as job description, notice period, incentives, leaves per year, etc. and specify its Value/ 


All the Terms and Conditions related to the Job Offer can be specified in this section. To do this, create a new Terms and Conditions template 


You can create a pre-designed print format to print you Job Offer. To do so, select the Letter Head and Print Heading in the Printing Details 
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- 549 - 
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ERPNext Q 6 Demo User + [29 | 


Jack Sparrow «oat Otfer-o0001 &  Menu~ 


Dear Jack Sparrow, 
We are pleased to appoint you in the services of Wind Power LLC on the terms and conditions detalled in this letter. 


Your designation shall be Captain. 
Salary: 35,000/- 


Please read the detailed terms as below. If you have any queries, feel free to get in touch with us. We look forward to your 
long and fruitful career association with our organisation. If you decide to join us, ‘Welcome to Wind Power LLC !' 


Yours truely, 


Authorized Signatory 
Wind Power LLG 


A. Compensation: 

Your Salary will be Rs 25,000 per month (CTC). 
B. Job Description and Responsibilities: 
Software Development 

Annexure 2: Company Policies 

A. Work Culture: 


We believe in a “Result Oriented Work Culture” at Web Notes. What that means is, you will primarily be judged on how 
well you perform your role. 

Working hours are flexible and you can also work from home. We normally work Mondays to Fridays, 10am to 6pm. 

You are encouraged to take initiatives and bring in new thoughts and ideas that in any way will improve the way we work. 
B. Leaves: 


APPOINTMENT LETTER 


The letter written by the employer requesting the selected candidates to join in a specific position. 
In ERP you can create an Appointment Letter that you can give to candidates. To access Appointment Letter, go to: 
Home > Human Resource > Recruitment > Appointment Letter 
1. Prerequisites" 
Before creating an Appointment Letter, it is advisable to create the following: 
e@ = Job Applicant 
2. How to Create an Appointment Letter_ 
1. Goto an Appointment Letter list, click on New. 
2. Select the Job Applicant and Appointment Date. 
3. You can manually fill Introduction, Terms and, Closing Statement or select an Appointment Letter Template to autofill the content. 
You can create new Appointment Letter Templates to select them easily. 
4. Click on Save. 


5. After saving, go to the Print View to view and save the PDF of the Appointment letter. 
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B > HR > Appointment Letter > new-appointment-letter-2 Q Search or type a command (Ctrl + G) OQ  Hepy A 
= New Appointment Letter - so: seves [ save | 
Job Applicant * Company * 
Jane Doe - janedoe@example.com - software-developer Unico Plastics Inc 
Applicant Name * Appointment Date * 
Jane Doe 01-05-2021 


Appointment Letter Template * 


HR-APP-LETTER-TEMP-00001 


Body 


Introduction * 


This is in reference to our discussion with you and your interest to work with Frappe Technologies Pvt Ltd, Mumbai. We are pleased to appoint you as an 
“Engineer” in the company on the terms and conditions enumerated hereunder. Please consider this Letter Of Appointment and by accepting the position in 
the company you are legally binding yourself to the terms and conditions as detailed in this Letter Of Appointment. 


Terms 
No. Title Description 


1 Location Your primary place of posting will be Mumbai 2 Edit 


Note: Appointment Letter can be made only against a Job Applicant 
3. Features_ 
3.1 Appointment Letter Template_ 

1. Goto Appointment Letter Template list, click to New. 

2. — Fill Introduction, Terms and, Closing Statement. 


3. Click on Save. 


By > be > Appointment Letter > HR-APP-LETTER-00001 Q Search or type a command (Ctrl + G) OQ Hep» A 
= HR-APP-LETTER-00001 <if>lfal[~ save | 
® Tags Body 

Add a tag 


Introduction * 


This is in reference to our discussion with you and your interest to work with Frappe Technologies Pvt Ltd, Mumbai. We are pleased to appoint you as an 
"Engineer" in the company on the terms and conditions enumerated hereunder. Please consider this Letter Of Appointment and by accepting the position in 


Aerey uae the company you are legally binding yourself to the terms and conditions as detailed in this Letter Of Appointment. 


You edited this 
32 minutes ago 


You created this 
36 minutes ago 


Terms 
No Title Description 
1 Location Your primary place of posting will be Mumbai @ Edit 
2 Effective Date your appointment will be effective from 2nd May2021 2 Edit 
3 Probation You will be on probation for the first 3 months @ Edit 
4 Working hours Your working hours will be Monday to Friday, 10:00 am - 6:00 pm. @ Edit 
5 Compensation Your compensation package will be Rs. 500,000 /P.A @ Eait 
6 Leave Entitlement You will be entitled to 30 Annual Leaves @ Edit 
Add Row 


Note On selecting Appointment Letter Template in Appointment Letter, it autofills the content. 
3.2 Print Format, 


You can create new or use existing standard print formats. 
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Hiamanshu, Date: 2020-01-21 


This has reference to our discussions with you and your interest to work with the Frappe Technologies Pvt. Ltd., Mumbai. 
We are pleased to appoint you as “Engineer” in the Company on the terms and conditions enumerated hereunder. Please 
consider this Letter of Appointment as a legal document and by accepting the position in the company you are legally 
binding yourself to the terms and conditions as detailed in this Letter of Appointment. 


» Effective Date: Your appointment will be effective from 24th Sept '18 and you will be working from Pune. 


» Location: Your primary place of posting will be in Mumbai. However, you may be required to travel to and relocate 
to any of the other Offices, Project locations, Divisions and Departments, of the Company or its group concerns, 
either within India or outside India. 


+ Retirement: The retirement age will be 60 years. 


» Working hours: Your working hours will be: Monday to Friday: 10:00 — 18:00 hours. Working hours are flexible and 
you can also work from home. 


+ Leave entitlement: You will be entitled for Annual Leaves of 30 (Calendar days), which is further divided as Casual 
Leaves of 20 (Calendar days) & Sick Leaves of 10 (Calendar days). 


* Probation: You will be on probation for first Three (3) months from the date of your joining the organization. If in 
the opinion of the Company you are found suitable in the appointed post you will be confirmed. 


» Compensation: Your compensation package is Rs. 400,000/- PA. Rs. 50,000 will be paid quarterly after 
evaluating the performance (included in CTC). Detailed salary structure is explained in Annexure 1. 


Your sincerely, 
For Frappe 


| have read and clearly understood the above terms and conditions of the Letter of Appointment, and agree to be bound 
by the same. 


Hiamanshu 


TRAINING PROGRAM 


Training Program defines programs designed for training employees or other individuals in specific skills. 
In ERP, you can create a Training Program and schedule Training Events under it. 

To access Training Program, go to: 

Home > Human Resources > Training > Training Program 

1. How to create a Training Program_ 

Go to Training Program list, click on New. 

Enter the Training Program name. 

Enter the Trainer Name, Trainer Email and Contact Number. 


Select the Supplier n(optional) in case an outside vendor/expert was called to conduct the training. 


a a 


Additionally, you can also write a short description of the Training Program in the Description box (optional). 
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= | > HR > Training Program > Consultant Training Q. Search or type a command (Ctrl + G) QO Hepy A 
= Consultant Training  - scheduled <i> Vaelf~ 
2 Assigned To 


+ Connections ~ 


Training Events 
@ Attachments 


TrainingEvent = + 
Attach File + 
vr Reviews 
+ 
Status Company * 
& Shared With Scheduled . Unico Plastics Inc 
+ 
® Tags 
Trainer Name Supplier 
Adc ac 
James Barrows Suppliert 
Trainer Email Contact Number 
Wako) Gee james@example.com 12345678 
You edited this 
just now 
euler Description * 
just no es 
Normal > Bru & A i b) eo ®@B ae ce Table > 


Basic training for newly joined consultants 


Note: By default, the Status of the Training Program is ‘Scheduled’. However, you can change the status to ‘Completed’ or ‘Cancelled’ as per 
the requirement. 


Once the Training Program is saved, you can create Training Events under the same. 


TRAINING EVENT 


Training Event allows you to schedule seminars, workshops, conferences, etc. under a Training Program. 
You can also invite your employees to attend the event using this feature. 

To access Training Event, go to: 

Home > Human Resources > Training > Training Event 

1. Prerequisites" 


Before creating a Training Event, it is advisable you create the following documents: 


e Training Program 


e ~=Employee 
2. How to create a Training Event_ 


1. Goto the Training Event list, click on New. 
Enter the Event Name. 
Select the Event Type. 


Select Event Level (Beginner, Intermediate, Expert). 


Select the Event Course. Enter the Start Time, End Time and Location of the Training Event. 


2 

3 

4 

5. — Enter the Trainer Name, Email and Contact Number. 

6 

7. Additionally, you can also write a short description of the Event in the Description box. 
8 


Save and Submit. 
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B > HR > Training Event > Introduction to JavaSc 


Introduction to JavaScript  - sunmines 


Event Status * 
Shared With 


Scheduled 
Has Certificate 
® Tags 
Add a 
Lt) 0 FOLLOW Leecation * 
Bangalore 
hi 
You ed this 
Introduction * 


Attend a workshop on programming 


Attendees 
Employees 
Employee 
1 HR-EMP-00001 
2 HR-EMP-00002 
3 HR-EMP-00003 


Add Multiple Add Row 


3. Features_ 


3.1 Inviting Employees for the Event_ 


By default the status of the employee will be ‘Open’. 


[= | > HR > Training Event > Introduction to JavaScript 


Introduction to JavaScript  - sumittes 


Attendees 
Employees 
No. Employee 
1 HR-EMP-00001 
2 HR-EMP-00002 
3 HR-EMP-00003 


Add Multiple = Add Row 


TRAINING RESULT 


To access Training Result, go to: 


Status 


Open 


Open 


Open 


Note: Check the ‘Has Certificate’ checkbox if the Training Event is a certified course. 


You can invite your employees to attend the Training Event. You can do so by selecting the employees to be invited in the Employees table. 


Status 


Open 


Open 


Open 


When you submit the Training Event, a notification will be sent to the employee notifying that the Training has been scheduled. This is sent 


via Email Alert "Training Scheduled”. You can modify this Email Alert to customize the message. 


After completion of the training event, employee-wise training results can be stored based on the evaluation done by the trainer. 


ERP allows you to create training results and share it with the employees with the Training Result doctype. 


Q Search or type a command (Ctrl + G) a Help + A 
Training Result Training Feedback < > 6 Cancel 
Type * 
Seminar 
Company 


Unico Plastics inc 


Start Tine * 


01-06 


2021 22:17:43 


End Time * 


02-06-2021 22:17:43 


Attendance 
Mandatory @ Edit 
Mandatory @ Edit 
Mandatory @ Edit 


Q Search or type a command (Ctrl + G) a Help ~ A 
Training Result. TrainingFeedback << > @ «= Cancel 
Attendance 
Mandatory @ Edit 
Mandatory @ Edit 
Mandatory @ Edit 
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Home > Human Resources > Training > Training Result 
1. Prerequisites" 


Before creating a Training Result, it is advisable you create the following documents: 


e Training Program 
e@ Training Event 


e Employee 
2. How to create a Training Result_ 


1. Go to the Training Result list, click on New. 
2. Select Training Event. 
3. Enter the Hours, Grade and Comments against the Employee Name. 


4. Save and Submit 


B > HR > Training Result > HR-TRR-2021-00001 Q Search or type a command (Ctrl + G) QO Hepy A 


Introduction to JavaScript  - suvmites < > & = Cancel 


2, Assigned To 


Training Event * 
+ 


Introduction to JavaScript 


Attachments 


Attach File + 
er nevierie Employees 
+ No Employee Hours Grade Comments 
Shared With 1 HR-EMP-00001 2A Excellent @ Edit 
+ 2 HR-EMP-00005 2 8B Fair 2 Edit 
Tags 3 HR-EMP-00003 oA Excellent 2 Eait 


Add Row 


When the Training Result is submitted, all the employees will receive an email notifying them that they must share their feedback via Training 
Feedback. This is also managed via an Email Alert, so you can customize this alert too. 


Note: You can also access Training Result directly from the Training Event dashboard. 


TRAINING FEEDBACK 


Once the Training is complete, employees can share their feedback via Training Feedback. 
To access Training Feedback, go to: 

Human Resources > Training > Training Feedback 

1. Prerequisites" 


Before creating a Training Event, it is advisable you create the following documents: 


e Training Program 
e Training Event 


e Employee 
2. How to create a Training Feedback_ 


1. Goto the Training Feedback list, click on New. 

2 Select the Employee. 

3 Select the Training Event. Based on that, the corresponding Event Name, Course and Trainer Name will get fetched. 
4. — Enter the feedback in the Feedback box. 
5 


Save and Submit. 
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B > HR > Training Feedback > HR-TRF-2021-00001 Q Search or type a command (Ctrl + G) QO Hep» A 
Albert Einstein - submittea < > B = Cancel 
2, Assigned To 
Employee * Training Event * 
+ 
HR-EMP-00001 Introduction to JavaScript 
Attachments 
Employee Name Event Name 
Attach File + 


Albert Einstein Introduction to JavaScript 


Department 


Research & Development - UP 


Shared With 


Tags Feedback * 


jained clearly 


planned 


~ Overall g 


i) ti) FOLLOW 


Note: You can also access Training Feedback directly through the Training Event dashboard. 


EMPLOYEE LIFECYCLE MANAGEMENT 


Employee Lifecycle Management relates to the various stages an Employee goes through during the employment with an organization. It is 
important for most enterprises' HR departments to keep records of these changes that the employees go through across the company. ERP 
simplifies these HR activities, read the following sections to understand how. 
1. Topics 

1. Employee Onboarding 


2. Employee Promotion 


Employee Separation 


Employee Transfer 
Employee Skill Map 


ao fF w& 


EMPLOYEE ONBOARDING 


In the process of hiring an Employee, there are set of standard activities which need to be executed. This feature helps you to maintain 
the masters of these activities, and create a set of tasks at the time of each Employee hiring. 
Employee Onboarding is created for a Job Application, who is approved for the hiring. 
Use Case: Let's assume that following are the activities which need to be performed as soon as a job applicant is approved to be hired. 
e Perform a legal and professional background check 
e@ ~=Create an Employee master 
e@ — Create an Email Account 
e@ = Create an identity card 


e = Allocate leaves 


In ERP, these standard activities can be tracked in the Employee Onboarding Template. To access Employee Onboarding, go to: 


Human Resources > Employee Lifecycle > Employee Onboarding 
1. Prerequisites" 


Before creating an Employee Onboarding, it is advisable that you create the following documents: 


e@ Job Applicant 
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e 
e 
2. How to 
1, 
2 


GB >rr> 


&. Assigned To 


+ 


@ Attachments 


Attach File 


7 Reviews 


You edited this 
4 days ago 


1; 
2 


Employee 
Department 
Designation 


Employee Grade 
create an Employee Onboarding_ 


Go to: Employee Onboarding > New. 


Select the Job Applicant. once the Job Applicant is selected, the corresponding Employee will automatically get fetched. 


Select the Employee Onboarding Template. Based on the template selected, information such as Department, Designation and 


Employee grade will be automatically fetched (if already mentioned in the Onboarding Template). 


Enter Date of Joining. 


Save and Submit. 


Employee Onboarding >» HR-EMP-ONB-2021-00001 


Jane Doe  - Pensing 


Job Applicant * 


Jane Doe - janedoe@example.com - software-developer 


Job Offer * 


HR-OFF-2021-00001 


Employee Name * 


Jane Doe 


Date of Joining 
31-05-2021 
Status 


Pending 


Notify users by email 
FOLLOW 


doctype itself. 


3. Features_ 


3.1 Employee Onboarding Template_ 


To create a new Employee Onboarding Template: 


Q Search or type a command (Ctrl + G) ray 


Employee Onboarding Template 


HR-EMP-ONT-00001 


Company 


Unico Plastics Inc 


Department 


Research & Development - UP 


Designation 


Software Developer 


Employee Grade 


Ls 


Project 


PROJ-0001 


Note 1: If an Employee Onboarding Template isn't created, you can directly fill the onboarding information in the Employee Onboarding 


Note 2: The 'Status' of the Employee Onboarding will change to Completed once all the associated Activities are complete. 


The Employee Onboarding Template is a blueprint which contains a predefined list of Activities for Employee Onboarding. An Employee 


Onboarding Template can be created for a particular Department, Designation and Employee Grade. 


Go to: Human Resources > Employee Lifecycle > Employee Onboarding Template > New. 


Enter the Department, Designation and Employee Grade (optional). 


Mention the Activities for onboarding. For each Activity, you can also mention the User or Role, or one of it, to whom this Activity 


will be assigned. 


You can also schedule the Onboarding Activities by specifying the Begin On (Days) i.e. when the activity has to start and 


the Duration (in Days) for the same. 


Help v A 


Cancel 


MAN ENERGY 
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= Engineer 


2 Assigned To 


oe 


@ Attachments 


Attach File + 


vr Reviews 


+ 


& Shared With 


+ 


Tags 


Add a tag 


0-Q0 FOLLOW 
You edited this 
2 hours ago 


You created this 
3 hours ago 


& Assigned To 


+ 


@ Attachments 


Attach File + 


wr Reviews 


+ 


& Shared With 


+ 


® Tags 
Add atag 


0-Qo FOLLOW 


= Jane Doe .- Pending 


B > HR > Employee Onboarding Template >» HR-EMP-ONT-00001 


Connections ~ 


@ Employee Onboarding = + 


Company 


Frappe 


Department 


Research & Development - F 


Activities 
Activities 
No. Activity Name 
1 Laptop Assignment 
2 Introduction to the company 
3 Explain coding standards 
4 Training Kickoff 
Add Row 


3.2 Tasks and Assignments_ 


B > HR > Employee Onboarding >» HR-EMP-ONB-2021-00001 


Job Applicant * 


User 


reema@erpnext.com 


reema@erpnext.com 


floyd@erpnext.com 


floyd@erpnext.com 


You can view the created Projects and Tasks as shown below: 


Jane Doe - janedoe@example.com - software-developer 


Job Offer * 


HR-OFF-2021-00001 


Employee Name * 


Jane Doe 


Date of Joining 


31-05-2021 


Status 


Pending 


Notify users by email 


Q Search or type a command (Ctri + G) Q 

< > 8 
Designation 
Engineer 


Employee Grade 


SDE-1 
Role Begin On (Days) 
HR Mana... 1 
HR Mana... 1 
Employee 1 
Employee 2 


Duration (Days) 


| 


| 


1 


30 


Q Search or type a command (Ctrl + G) a 


Employee Onboarding T, 
a “a 
HR-EMP-ONT-0000! 

Company 


Unico Plastics Inc 


Department 


Research & Development - UP. 


Designation 


Software Developer 


Employee Grade 


Ls 


Project 


PROJ-0001 


Additionally, each Activity can be assigned weights based on its importance. 


Help » 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


On submission of the Employee Onboarding, a Project will be created. Within the Project, Tasks will also be created for each Activity. If you 


have set the date and duration against activities, tasks will be created with appropriate Start and End Date excluding holidays. 


Cancel 
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3.3 Employee Creation_ 


tasks are complete. 


= Jane Doe - Pending 


& Assigned To 


+ 


@ Attachments 


Attach File + 


tr Reviews 


es 


& Shared With 


+ 


® Tags 


Add atag... 


90-Qo FOLLOW 


You edited this 
2 days ago 


pay-scale or both. 


Editing Row #1 


Activity Name 


@ Insert Below InsertAbove Duplicate Move v 


Task 


Perform a legal and professional background check TASK-2021-00001 


User 


albert@erpnext.com 


Role 


HR Manager 


() Shortcuts: Cth+uUp . 


Task Weight 


i) 


Required for Employee Creation 


Applicable in the case of Employee Onboarding 


Ctri+ Down . ESC 


> HR > Employee Onboarding > HR-EMP-ONB-2021-00001 


Based on the progress on the Tasks, progress can be updated in the Employee Onboarding process. 


You can directly create an Employee through the Employee Onboarding doctype (if not already created) once all the mandatory onboarding 


Q Search or type a command (Ctrl + G) 


View : < 


Job Applicant * Employee Onboarding Template 
Jane Doe - janedoe@example.com - software-developer HR-EMP-ONT-00001 
Job Offer * Company 


HR-OFF-2021-00001 


Employee Name * 


Jane Doe 


Date of Joining 


31-05-2021 


Status 


Pending 


Notify users by email 


EMPLOYEE PROMOTION 


Unico Plastics Inc 


Department 


Research & Development - UP 


Designation 


Software Developer 


Employee Grade 


i} us 


Project 


PROJ-0001 


Promotion or career advancement is a process through which an Employee of a company is given a higher share of duties, a higher 


In ERP, you can manage Employee Promotion and its various associated activities using this document. 


Insert Below 


OQ Hepy A 


eo Cancel 
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To access Employee Promotion, go to: 


1. Prerequisites" 


e Employee 


e Department 
2. How to create an Employee Promotion_ 


1. Goto: Employee Promotion > New. 
2. Select the Employee. 


3. Enter the Promotion Date. 


B > HR > Employee Promotion >» HR-EMP-PRO-2021-00001 


Albert Einstein - submits 


2, Assigned To 
Employee * 
+ 
HR-EMP-00001 
@ Attachments 
Employee Name 
Attach File + 
Albert Einstein 
evi 
. Department 
+ 
Research & Development - UP 
Shared With 
+ 
Tags Employee Promotion Details 
ag 
Employee Promotion Detail 
No Property 
0 C) FOLLOW 1 Designation 


Add Row 


document. 


EMPLOYEE SEPARATION 


Employee leaves the organization. 


organization. 
e ~§=- Collect laptop 
e = Clear dues 
e Delete Employee Email Account 


e = Collect identity card 


1. Prerequisites" 


Human Resources > Employee Lifecycle > Employee Promotion 


Before creating an Employee Promotion, it is advisable that you create the following documents: 


4. In the Employee Promotion Detail table, select the Property and set the Current and New value. 


Q Search or type a command (Ctrl + G) ra 


Promotion Date * 


01-05-2021 


Company 


Unico Plastics Inc 


New 


Engineer Manager 


Note: Promotion document can be submitted on or after Promotion Date. Once submitted all the changes added to Promotion Details table 


will be applied to the Employee. ERP also keeps a record of all promotions of the Employee in the Employment History table in Employee 


Employee Separation is a situation when the service agreement of an Employee with his/her organization comes to an end and the 


Employee Separation is created for an Employee who has resigned or terminated from the organization. 


Use Case: Let's assume that following are the activities which need to be performed as soon as an Employee needs to be separated from the 


In ERP, these standard activities can be tracked in the Employee Separation Template. To access Employee Separation, go to: 


Human Resources > Employee Lifecycle > Employee Separation 


Help v A 


Cancel 


2 Edit 
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Before creating an Employee Separation, it is advisable that you create the following documents: 


e Employee 

e Department 

e Designation 

e Employee Grade 


2. How to create an Employee Separation_ 
1. Goto: Employee Separation > New. 
2. Select the Employee. Once the Employee is selected, the corresponding Employee information such as Department, Designation 
and Employee Grade will automatically get fetched. 


3. Select the Employee Separation Template. Based on the template selected, information such as Department, Designation and 


Employee grade will be automatically fetched (if already mentioned in the Separation Template). 
4. — Enter the Resignation Letter Date. 
5. — Additionally, you can also enter the Exit Interview Summary. 


6. Save and Submit. 


B > HR > Employee Separation > new-employee-separation-3 Q Search or type a command (Ctrl + G) QO Hepry A 
New Employee Separation - Nor savec [save 
Employee Employee Separation Template 
HR-EMP-00001 HR-EMP-STP-00001 
Employee Name Company 
Albert Einstein Unico Plastics Inc 
Resignation Letter Date Department 
15-05-2021 Research & Development - UP 
Status Designation 
Pending . Manager 
Notify users by email Employee Grade 
Ls 
Activities 
No Activity Name User Role 
1 Collect laptop bruce@erpnext.com HR User @ Edit 
2 Clear dues michelle@erpnext.com HR Manager @ Edit 
3 Delete employee email account bruce@erpnext.com HR Manager @ Edit 
4 Collect identity card michelle@erpnext.com HR User 2 Edit 
Add Row 


Note 1: If an Employee Separation Template isn't created, you can directly fill the separation information in the Employee Separation doctype 
itself. 
Note 2: The ‘Status’ of the Employee Separation will change to Completed once all the associated Activities are complete. 
3. Features_ 
3.1 Employee Separation Template_ 
The Employee Separation Template is a blueprint which contains a predefined list of Activities for Employee Separation. An Employee 
Separation Template can be created for a particular Department, Designation and Employee Grade. 
To create a new Employee Separation Template: 
1. Goto: Human Resources > Employee Lifecycle > Employee Separation Template > New. 
2. Enter the Department, Designation and Employee Grade (optional). 
3. Mention the Activities for separation. For each Activity, you can also mention the User or Role, or one of it, to whom this Activity 
will be assigned. 


4. You can also schedule the Separation Activities by specifying the Begin On (Days) i.e. when the activity has to start and 
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= Engineer 


& Assigned To 


+ 


@ Attachments 


Attach File 


vw Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag ... 


You edited this 
just now 


You created this 
4 months ago 


3.3 Employee Status_ 


the Duration (Days) for the same. 


B > HR > Employee Separation Template >» HR-EMP-STP-00001 


Connections ~ 


Employee Separation + 


Company 


Frappe 


Department 


Research & Development - F 


Activities 
Activities 
No Activity Name 
1 Take Exit Interview 
2 Collect Laptop 
Add Row 


3.2 Tasks and Assignments_ 


Editing Row #1 


Activity Name 


Collect laptop 


User 


bruce@erpnext.com 


Role 


HR User 


Description 


Normal > BIUK 


AK 9 


Q Search or type a command (Ctrl + G) ray Help v 


Designation 


Engineer 


Employee Grade 


SDE-1 
User Begin On (Days) Duration (Days) 
reema@erpnext.com 1 1 @ Edit 
reema@erpnext.com 2 1 @ Edit 


On submission of the Employee Separation, a Project will be created. Within the Project, Tasks will also be created for each Activity. If you 
have set the date and duration against activities, tasks will be created with appropriate Start and End Date excluding holidays. 
You can view the created Projects and Tasks through View > Project/ Tasks. 


Additionally, each Activity can be assigned weights based on its importance. 


oO Insert Below Insert Above © Duplicate Move v 


Task Weight 


1.000 


@ Reauired for Employee Creation 


Applicable in the case of Employee Onboarding 


%&@ 


Collected the laptop and other related assets from the employee 


Based on the progress on the Tasks, progress can be updated in the Employee Separation process. 


You can directly view the separated Employee through the Employee Separation doctype through View > Employee once the form is submitted. 
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EMPLOYEE TRANSFER 


Employee Transfer is a form of internal mobility, in which the Employee is shifted from one job to another usually at a different location, 
department, or unit. 

In ERP, you can record Employee transfers to different Company or Department by using the Employee Transfer document. 

To access Employee Transfer go to: 

Human Resource > Employee Lifecycle > Employee Transfer 


1. Prerequisites" 


e Employee 


e Department 
2. How to create a Employee Transfer_ 


1. Select the Employee. 
2. Select the Transfer Date. 
Select the New Company in case the Employee is transferred to a different company (optional). 


In the Employee Transfer Details table, select the Property and set the Current and New value. 


a FF Ww 


Additionally, ‘Create New Employee’ checkbox can be checked to create a new Employee ID for the transferred Employee. 
Note: If Create New Employee ID is checked, a new Employee will be created with property changes in Transfer Details table and old Employee 


will be marked as relieved. Leave allocations for the new Employee has to be manually created from Leave Period. 


B > HR > Employee Transfer > HR-EMP-TRN-2021-00001 Q Search or type a command (Ctrl + G) a Help» A 
Michelle D'souza_ - submitoa <> 8 Cancel 
Assigned 
Employee * Company 
HR-EMP-00002 Unico Plastics Inc 
Attachments 
Employee Name New Company 
Attach File + 
Michelle D'souza Unico Plastics Inc 


Transfer Date * Department 


Operations - UP 


Tags Employee Transfer Details 
Employee Transfer Detail 


irrent New 
te) 0 FOLLOW 1 Department Operations - UP 2 Edit 
Add Row 


@ Create New Employee Id 


New Employee ID 


HR-EMP-00005 


Note: Transfer document can be submitted on or after Transfer Date. Once submitted all the changes added to Transfer Details table will 


applied to Employee. 


EMPLOYEE SKILL MAP 


Employee Skill Map is a record which helps your organization track your Employee's skill sets and trainings. It can be used to rate each skill of 
he Employee and track their growth after each internal training. This data can be used at the time of appraisals. 

To record an Employee Skill Map go to: 

Home > Human Resource > Employee Lifecycle > Employee Skill Map 


ake sure you have set the required Skills for designations from the Skill doctype. 


Example of Skills for a 
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EB > be > besignation > software Developer 


= Software Developer - so: saveu 


&, Assigned To 


Designation: 


1. How to create an Employee Skill Map_ 
1 Go to the Employee Skill Map list, click on New. 
2. Select the Employee. 
3 
4. — If the Employee is lacking in any skill, you can schedule trainings for the Employee. 
5 Under the Trainings table, select the Training Event and the Training Date. 
6 


Save. 


> HR > Employee Skill Map > new-employee-skill-map-3 Q Search or type a command (Ctrl + G) 


= New Employee Skill Map - so seves 


Employee Designation 


HR-EMP-00004 + Manager 


Employee Name 


Albert Einstein 


Skills 


Employee Skills 


No. Skill Proficiency Evaluation Date 
1 Computer programming and coding Keke 09-05-2021 
2 Analytical keke 09-05-2021 
3 Creativity . 2 oo of 09-05-2021 
4 Logical wKkkKe 09-05-2021 
Add Row 
Trainings 
Trainings 
No. Training Training Date 
1 Introduction to JavaScript 02-06-2021 22:17:43 


Q Search or type a command (Ctrl + G) a Helpy =A 


Description 
+ 
Software developers are the creative minds behind the software programs, and they have the technical skills to build those programs or to oversee their 
@ Attachments creations. 
Attach File + 
of Reviews 
+ 
& Shared With 
+ 
® Tags 
Add a tag 
DSChS, Usted Required Skills 
Skills 
You edited this 
1 week ago No Skil 
You created this 
1 month ago | Logical 
2 Analytical 
3 Computer programming and coding 
4 Software testing and debugging 
5 Creativity 


Based on the designation of the Employee system will pull the Skills. Set the Proficiency level out of 5, and the Evaluation Date. 


2 Edit 
2 Edit 
2 Edit 
@ Edit 


@ Edit 


ray Help v A 


@ Edit 
@ Edit 
@ Edit 


@ Edit 


@ Edit 
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PAYROLL SETUP 


Salary is a fixed amount of money or compensation paid to an employee by an employer in return for the work performed. 
Payroll is the administration of financial records of employees’ salaries, wages, bonuses, net pay, and deductions. 
To process Payroll in ERP, 

1. Define Payroll Period (optional) 

2. Define Income Tax Slab (optional) 

3 Create Salary Structure with Salary Components (Earnings and Deductions) 

4. Assign Salary Structures to each Employee via Salary Structure Assignment 

5. Generate Salary Slips via Payroll Entry. 

6 Book the Salary in your Accounts. 

Payroll Period_ 

Payroll Period, in ERP, is a period for which Employees get paid for their occupation with the Company. Payroll period helps you define Tax 
slabs applicable for the period, making it easier to manage changing laws. 

Note: Configuring Payroll Period is optional if you do not intend to use Flexible Benefits or Tax Slabs 

Salary Component_ 

This document allows you to define each Earning and Deduction component which can be used to create a Salary Structure and subsequently 
create Salary Slip or Additional Salary. You can also configure the type, condition and formula as well as other settings which are discussed 
below. You should be able to enable various combinations of the following options to configure each component as it fits your Company / 
Regional policies. 

e Depends on Leave Without Pay: Leave Without Pay (LWP) happens when an Employee runs out of allocated leaves or takes a leave 
without an approval (via Leave Application). If enabled, ERP will automatically deduct the pay in proportion of LWP days divided by 
the total working days for the month (based on the Holiday List). 

Note: If you don’ t want ERP to manage LWP, don’ t turn on this flag in any of the Salary Components 


e Do not include in total: If this option is enabled, the component wont be added to the total of the Earnings or Deductions of the 


Salary Slip 
Earning 
B > Payroll > Salary Component > Basic Q Search or type a command (Ctrl + G) OQ | Hepy A 
Basic - Enabiea <> 6 
. Assigned To 
Abbr * Depends on Payment Days 
+ 
8 Is Tax Applicable 
@ Attachments 
Type * Deduct Full Tax on Selected Payroll Date 
Attach File + 
Earning Round to the Nearest integer 
Revi 
Description Statistical Component 
Basic elected, the value specif 1ed in this component will net cont 
hared With creat . : 
b Jed 
+ 
Do Not Include in Total 
= Disabled 
dd a tag 
t) ) FOLLOW Flexible Benefits 


\s Flexible Benefit 


Accounts 
Accounts 
N 
1 Unico Plastics Inc Edit 


Add Row 
e Is Additional Component: This option specify that the component can only be paid as Additional Salary. Examples of this component 
could be Performance Bonus or pay received for on-site deputation etc. Such components are not considered to be part of normal 


Salary Structure. Instead, Additional Salary with these components can be submitted as required which will be added to the Salary 
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e Is Tax Applicable: If a component needs to be considered for Tax calculations specified as per the Payroll Period you may want to 


Slip automatically. 


enable this option. It would be required that you have a Payroll Period and Income Tax Slab configured with valid Tax Slabs for 
payroll processing. 
e Is Payable: Such components can be booked against separate payable accounts and the Accounts shall be configured in the 
Accounts table 
e Flexible Benefits: Flexible Benefits are earning components which Employees can choose to receive on a pro-rata basis or annually 
when they claim for. These are mostly tax exempted, unless the Employee fail to file the claim with adequate bills / documents. If 
turned on, you can specify the maximum benefit allowed for an employee in a year. Employees can create Employee Benefit 
Application with the ones they opt for. 
Note: Employee Benefit Application will only allow Employees to only choose from the flexible components which are present in the Salary 
Structure assigned to the Employee 
e Pay Against Benefit Claim: Employees can opt to receive flexible benefits annually via Employee Benefit Claim or along 
with their salary every month. If you enable this, the amount allocated for the component will be paid as the Employee 


submits an Employee Benefit Claim. Else the amount will be dispersed as part of the Employee's salary on a pro-rata 


basis. 

@ = Only Tax Impact (Cannot Claim But Part of Taxable Income): Such components are those which the company has already 
paid to the Employee in cash or by some other means, for example a car purchased for the Employee's use. The Employee 
cannot claim but is liable to pay tax. The amount allocated for this component will be considered while calculating the 
taxable income of the Employee. 

e  ~=Create Separate Payment Entry Against Benefit Claim: Some of the flexible benefits may be legally required to be paid 
via separate vouchers. If you enable this, while posting the bank entry the amount paid for such components will be 


posted as a separate entry for each Employee. 


\s Flexible Benefit Pay Against Benefit Claim 
Max Benefit Amount (Yearly Only Tax Impact (Cannot Claim But Part of Taxable Income) 
2,00,000.00 Create Separate Payment Entry Against Benefit Claim 


Note: Normal Tax calculation does not include Flexible Benefits as in most cases these are exempted from Tax. To tax these components 
anytime before that last payroll, use "Deduct Tax For Unclaimed Employee Benefits” in Payroll Entry / Salary Slip while processing the Salary. 


Deduction_ 
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B Human Resources Salary Component Q = Administrator ~ Help~ | 60 | 
Income Tax @ Not saved & Menu ~ 
Comments oO ; Disabled 
IT 
ASSIGNED T 
5 Income Tax 
Assign + 
Deduction 


NTS 


|s Additional Component 


Attach File + 


Is Payable 
Depends on Leave Without Pay 


Do not include in total 


Statistical Component 


Variable Based On Taxable Salary 


Company Default Account 


1 Awesome Co Income Tax Collected - AC 


Add Row 


Variable Based On Taxable Salary: If you enable this, the component will be considered as the standard Tax deduction component. 


Tax will be calculated based on the Income Tax Slab linked to the employee. 


Salary Structure_ 


Salary Structure represents how Salaries are structured and calculated based on Earnings and Deductions. Salary structures are used to help 


organizations: 


1. 
2: 
3 


Maintain pay levels that are competitive with the external labor market, 
Maintain internal pay relationships among jobs, 


Recognize and reward differences in the level of responsibility, skill, and performance, and manage pay expenditures. 


Usual components of a salary structure (in UAE) include: 


Basic Salary: It is the taxable base income and generally not more than 40% of CTC. 

House Rent Allowance: The HRA constitutes 40 to 50% of the basic salary. 

Special Allowances: Makes up for the remainder part of the salary, mostly smaller than the basic salary which is completely taxable. 
Leave Travel Allowance: The non-taxable amount paid by the employer to the employee for vacation/trips with family within UAE. 
Gratuity: It is basically a lump sum amount paid by the employer when the employee resigns from the organization or retires. 

PF: Fund collected during emergency or old age. 12% of the basic salary is automatically deducted and goes to the employee 
provident fund. 

Medical Allowance: The employer pays the employee for the medical expenditures incurred. It is tax-free up to Rs.15,000. 


Bonus: Taxable part of the CTC, usually a once a year lump sum amount, given to the employee based on the individual’ s as well 


as the organizational performance for the year. 


Employee Stock Options: ESOPS are Free/discounted shares given by the company to the employees. This is done to primarily 


increase employee retention. 
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es 


By > Payrott > salary structure > Albert Einste Q Search or type a command (Ctrl + G) OQ  Hepy A 
Albert Einstein - supmittea Preview Salary Slip Assign Salary Structure AssigntoEmployees << >» & «= Cancel 
a g and Deductio 
Earnings 
No Component Abbr Amount Statistic. Formula 
1 Basic Ba %0.00 Pasa.w ase 2 Edit 
2 House Rent Allowance HRA 0.00 mai 2 Edit 
3 Dearness Allowance DA 0.00 meee 2 Edit 
Add Row 
Deductions 
No Component Abbr Amount Statistic Formula 
1 Professional Tax PT 0.00 Been 2 Edit 
2 Maharashtra Labour Welfare Fund MLWF = 12.00 2 Edit 
Add Row 


Condition and Formula Help 


A submitted Salary 

Structure 
Creating a New Salary Structure_ 
To create a new Salary Structure go to: 
Human Resources > Payroll Setup > Salary Structure > New Salary Structure 
In the new Salary Structure, 

1. Name the salary Structure and set the company, letterhead for Salary Slip printing and frequency of payroll etc. 

2. Set the starting date from which this is valid (Note: There can only be one Salary Structure that can be “Active” for an Employee 

during any period). 

3. Configure Leave Encashment Amount per Day which will be the amount payable to Employees on Leave Encashment requests. 

4. Max Benefits amount is the maximum amount eligible as Flexible Components to employees. 
Salary Slip Based on Timesheet_ 
Salary Slip based on Timesheet is applicable if you have timesheet based payroll system 

1. Check "Salary Slip Based on Timesheet" 


2. Select the salary component and enter Hour Rate (Note: This salary component gets added to earnings in Salary Slip) 


: . Salary Component 
Salary Slip Based on Timesheet 


Bonus 


Salary Component for timesheet based payroll 
Hour Rate 


50.00 


Earnings and Deductions in Salary Structure_ 

In the “Earnings” and “Deductions” tables, you can select the earnings and deductions components The condition and formula 
configured in Salary Component will be copied by default, but you may change this if required. You may also want to select the Base 
component in the Earnings table. Note that the amount eligible for each employee should be configured in Salary Structure Assignment. 

If the condition and formula for any of the earnings or deductions are not configured in Salary Component, you can calculate the values of 
Salary Components based on, 


Condition and Formula_ 
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Editing Row #1 fi} insert Above 


Salary Component 
Basic Salary 


Abbr 
BS 


Condition 


base > 10000 


Amount based on formula 


Formula 


base* .2 


Condition and Amount_ 
Editing Row #3 @ Insert Above 


Salary Component 


Condition 


emp Loyment_type=="Intern" 


Amount based on formula 


Formula 


base*.1 
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In conditions and formulas, 
e Use field "base" for using base salary of the Employee 
e Use Salary Component abbreviations. For example: BS for Basic Salary 
e Use field name for employee details. For example: Employment Type for employment_type 


Account Details_ 


ACCOUNT 
Mode of Payment Payment Account 


Cash Cash - WP 


@ = Select Mode of Payment and Payment Account for the Salary Slips which will be generated using this Salary Structure 
Finally, Save the Salary Structure. 
Leave Without Pay (LWP)_ 
Leave Without Pay (LWP) happens when an Employee runs out of allocated leaves or takes a leave without an approval (via Leave Application). 
f you want ERP to automatically deduct salary in case of LWP, then you must check on the “Apply LWP” column in the Earning Type and 
Deduction Type masters. The amount of pay cut is the proportion of LWP days divided by the total working days for the month (based on the 


Holiday List). 


f you don’ t want ERP to manage LWP, leave the LWP unchecked in all of the Earning Types and Deduction Types. 

Salary Structure Assignment_ 

Salary Structure Assignment allows you to assign salary structure and specify the base pay eligible for each employee. It is important that you 
set the base salary for each assignment as this will be the base salary used for calculations as per the Salary Structure. 

To create a new Salary Structure Assignment go to: 


Human Resources > Payroll > Salary Structure Assignment > New Salary Structure Assignment 


B > Payroll > Salary Structure Assignment >» HR-SSA-21-05-00001 Q Search or type a command (Ctrl + G) QO | Hep» A 
Nabin Baran Hait  - submitted < > @ = Cancel 
, Assigned To 
Employee * Salary Structure * 
HR-EMP-00003 nabint-1 
@ Attachments 
Employee Name From Date * 
Attach File + 
Nabin Baran Hait 01-04-2021 
Company * income Tax Slab 
4 pany 
Unico Plastics Ine Income Tax Regime 2021-22 
Shared With 
Payroll Payable Account Currency * 
Payroll Payable - UP INR 


Base Variable 


% 100,000.00 @ 0.00 
0) 0 FOLLOW 


Processing Payroll 

You can either bulk process payroll for Employees under a department, branch or designation or process payroll individually by creating Salary 
Slips for each employee. 

Payroll Processing Using Payroll Entry_ 

You can also create salary slip for multiple employees using Payroll Entry: 

Human Resources > Payroll > Payroll Entry > New Payroll Entry 


Payroll Entry_ 
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O- i?) FOLLOW 


|= | > Payroll > PayrollEntry > HR-PRUN-2021-00001 


HR-PRUN-2021-00001 . drat: 


Select Employees 
Posting Date * 


10-05-2021 


Payroll Frequency * 


Monthly 


Company * 


Unico Plastics Inc 


Employees 


Branch 


Department 


Q Search or type a command (Ctrl + G) ray Help ~ A 


Get Employees < > 3 


Currency * 


INR 


Exchange Rate * 


0.014000000 


Payroll Payable Account * 


Cash In Hand - TC 


Designation 


Number Of Employees 


1. 


Oy ON Pe Ge 


1 


Employee Details 
No Employee Employee Name Department Designation 


1 HR-EMP-00001 Albert Einstein Research & Developme... Manager @ Edit 


Add Row 


In Payroll Entry, 


Select the Company for which you want to create the Salary Slips. You can also select the other fields like Branch, Department, 
Designation or Project to be more specific. 

Check Salary Slip based on Timesheet if you want to process timesheet based Salary Slips. 

Select the Posting Date and the frequency of payroll which you want to create the Salary Slips. 

Click on "Get Employee Details" to get a list of Employees for which the Salary Slips will be created based on the selected criteria. 
Enter the Start and End dates for the payroll period. 

You can check Deduct Tax For Unclaimed Employee Benefits if you want to deduct taxes for all benefits (Salary Components which 
are /s Flexib/e Benefit) paid to employees till the current payroll 

Similarly, Deduct Tax For Unsubmitted Tax Exemption Proofallows you to deduct taxes for the earnings which were exempted in 


the previous payrolls as declared in Employee Tax Exemption Declaration but the Employee has not submitted sufficient 


proof Employee Tax Exemption Proof Submission 


Select the Cost Center and Payment Account. 
Save the form and Submit it to create Salary Slip records for each active Employee for the time period selected. If the Salary Slips 
are already created, the system will not create any more Salary Slips. You can also just save the form as Draft and create the Salary 


Slips later. 


MAN ENERGY 
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Payroll 0002 «Submitted ® Menu- Cancel 
View Salary Slips Bo saiee= Ete 
Comments 0 ae Bel 
ASSIGNED TO SELECT EMPLOYEES 
Assign + Company 
Awesome Co 
ATTACHMENTS 
Attach File + Posting Date 
29-06-2018 
TAGS Payroll Frequency 
Add a tag 
Monthly 
SHARED WITH 
+t Employee Employee Name Department Designation 
1 EMP/00002: Josh Josh HR Manager 
2  EMP/00003: John John Business D... 
You edited this 
a few seconds ago 3  EMP/00001: Hatsue.. Hatsue Kashiwagi Analyst 
You created this 
7 minutes ago Salary Slip Based on Timesheet 


SELECT PAYROLL PERIOD 


excelsis Deduct Tax For Unclaimed Employee 
01-06-2018 Benefits 

End Date Deduct Tax For Unsubmitted Tax Exemption 
30-06-2018 — 


Cost Center 


Main - AC 


PAYMENT ENTRY 
Payment Account 
Big Bank - AC 


Select Payment Account to make Bank Entry 


Once all Salary Slips are created, you can use View Salary Slips to verify if they are created correctly or edit it if you want to deduct Leave 
Without Pay (LWP). 

After checking, you can "Submit" them all together by clicking on "Submit Salary Slip". 

Note: Submitting Salary Slips will also book the default Payroll Payable account to record the accrual of salary. 

Booking Salaries in Accounts_ 

The final step is to book the Salaries in your Accounts. 

Salaries in businesses are usually dealt with extreme privacy. In most cases, the companies issues a single payment to the bank combining all 
salaries and the bank distributes the salaries to each employee’ s salary account. This way there is only one payment entry in the company’ s 
books of accounts and anyone with access to the company’s accounts will not have access to the individual salaries. 

The salary payment entry is a Journal Entry that debits the total of the earning type salary component and credits the total of deduction type 
salary component of all Employees to the default account set at Salary Component level for each component. 

To generate your salary payment voucher from Payroll Entry, click on - 


Make > Bank Entry 
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Cash - UP e Bank Entry 


Assign + 


Accounting Journal Entry 


Bank Entry 
Attachments 


Attach File + 


Tags 
Add a tag 


Reviews Accounting Entries 


Account 


Shared With 1 Cash-UP 


+ 
2 Payroll Payable - UP 


You edited this 


a few seconds ago Reference Number 


1234567 


You created this 
a minute ago 
Reference Date 


19-07-2019 


User Remark 


Payment of salary from 2019-07-01 to 2019-07-31 


REFERENCE 


Remark 


Party 


Note: Payment of salary from 2019-07-01 to 2019-07-31 


Reference #1234567 dated 19-07-2019 


Payroll Entry will route you to Journal Entry with relevant filters to view the draft Journal Vouchers created. You shall set reference number and 
date for the transactions and Submit the Journal Entries. 


Note: For Salary Components which are Flexible Benefits and has Create Separate Payment Entry Against Benefit Claim checked, ERP will book 


separate draft Journal Entries. 


New Journal Entry 1 ¢ pra 


Entry Type 
Bank Entry 
Series 
JV- 
Account Party 
1 Cash- FT 


2 Payroll Payable - FT 


Add Multiple Add Row 


Reference Number 


Q 


ACC-JV-2019-00002 


18-07-2019 


Company 


Unico Plastics Inc. 


Debit 


20.00 


2 89,800.00 


Total Debit 


= 89,800.00 


Total Credit 


2 89,800.00 


Multi Currency 


Posting Date 


Reference Date 


19-01-2018 
Company 
For Testing 
Debit Credit 
% 42,240.00 
% 42,240.00 
Total Debit 
Total Credit 


User Remark 


Payment of salary from 2018-01-01 to 2018-01-31 


REFERENCE 
PRINTING SETTINGS 


MORE INFORMATION 


Creating Salary Slips Manually 


Once the Salary Structure is created and assigned to employees via Salary Structure Assignment, you can make a Salary Slip individually. Go 


Multi Currency 


Settings ~ Help» 9 Go 


&<> = Menu~ Cancel 


Credit 
2 89,800.00 


20.00 


Quick Entry 
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to: 


Salary Slip_ 


Comments 


ASSIGNED TO 
Assign + 


ATTACHMENTS 
Attach File + 


TAGS 
Add a tag ... 


SHARED WITH 


+ 


You edited this 
@ minute ago 


You created this 
2 minutes ago 


& > Human Reso... 


Human Resources > Payroll > Salary Slip > New Salary Slip 


Salary Slip 


Hatsue Kashiwagi «Submitted 


Posting Date 
29-06-2018 
Employee 
EMP/00001: Hatsue Kashiwagi 
Employee Name 
Hatsue Kashiwagi 
Designation 
Analyst 


Branch 


Salary Slip Based on Timesheet 
Start Date 
01-05-2018 
End Date 
31-05-2018 


Deduct Tax For Unclaimed Employee 
Benefits 


Deduct Tax For Unsubmitted Tax Exemption 


Proof 


EARNING & DEDUCTION 


Earning 
Component Amount 
Basic = 75,000. 
Dearness Allowance 2% 15,000. 
House Rent Allowance = 22,500. 
Medical = 1,250.0 
Conveyance = 1,600.0 
Mobile & Telephone R... % 1,000.0 
Gross Pay 
2 1,16,350.00 
PAYROLL MANAGEMENT 


Q 


Administrator - Help - 


Sal Slip/EMP/00001/00... @& Menu ~- 


Status 
Submitted 

Company 
Awesome Co 


Letter Head 
Awesome Letter Head 


Payroll Frequency 
Monthly 
Working Days 
23 
Leave Without Pay 
0 
Payment Days 
23 


Deduction 
Component Amount 


income Tax = 18,605. 


Total Deduction 
2 18,605.00 


Payroll processing is an important function of every enterprise HR. ERP greatly simplifies this process by offering an array of features that you 
can utilize from Salary Structure management to bulk processing Payroll of employees. Read the following documentation to understand how 


to configure and use ERP Human Resources to super power your Payroll processing. 


- & 


Cancel 
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PAYROLL PERIOD 


A Payroll Period is a period for which Employees get paid for their occupation with the Company. 
Payroll Period helps you define Salary Structures and to calculate tax for a specific period based on applicable Income Tax Slab. 
To access Payroll Period, go to: 
Home > Human Resources > Payroll > Payroll Period 
1. How to create a Payroll Period_ 
1. Go to Payroll Period list, click on New. 
2. Enter Name. 
3. Select Start Date and End Date of Payroll Period. 


4. Save. 


INCOME TAX SLAB 


Income Tax Slab is a document to define income tax rates based on different taxable income slab. 
In many countries, income tax is levied on individual taxpayers based on a slab system where different tax rates have been prescribed for 
different slabs and such tax rates keep increasing with an increase in the income slab. In ERP, you can define multiple Income Tax Slabs and 
link them to individual employee's salary structure via Salary Structure Assignment. 
To access Income Tax Slab, go to: 
Home > Human Resources > Payroll > Income Tax Slab 
1. How to create an Income Tax Slab_ 
To create a new Income Tax Slab: 
1. Enter a Name for the IT Slab, Company and the date from which it will be Effective From. 
2. Enable the checkbox ‘Allow Tax Exemption’ if applicable. 
3. Save and Submit. 
2. Features_ 
2.1 Tax Slabs_ 
In the Tax Slab table, you can define the rate for different income slabs. To define slab, From Amount and To Amount should be entered. For 
the first slab, From Amount is optional and for the last slab, To Amount is optional. Both the amount is inclusive while evaluating tax based on 


taxable income. 


| = | > Payroll > Income Tax Slab > Income Tax Regime 202 Q Search or type a command (Ctrl + G) ray Help A 
Income Tax Regime 2021 - suvmittea < > @ = Cancel 


Effective from * Currency * 


o1- 


Compan Standard Tax Exemption Amount 
pany p' 


Attach File + 
Test Company ® 50,000.00 
@ Allow Tax Exemption 
, xemption Declaration will be considered for income tax calculati 
Disabled 
ags 
Add a tag Taxable Salary Slabs 
Taxable Salary Slabs 
N rom Amount Amount Percent Deduction Condition 
0-Qo FOLLOW 
1 %2,50,001.00 2 5,00,000.00 Sx, | Sora eerahla-narning > Seneee Edit 
You edited thi 
oat %5,00,001.00 # 10,00,000.00 20% 2 Edit 


You created thi: 3 2 10,00,001.00 0.00 30% Edit 


Add Row 


The tax slab can be applicable based on specific conditions. Conditions can be written using all field names of Employee, Salary Structure, 
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Salary Structure Assignment, and Salary Slip documents. 

Examples: 

// Apply tax if employee born between 31-12-1937 and 01-01-1958 (Employees aged 60 to 80) 
date_of_birth > date(1937, 12, 31) and date_of_birth < date(1958, 01, 01) 


// Apply tax by employee gender 


gender == "Male" 


// Apply tax by Salary Component 
base > 10000 


// Annual Taxable income 's greater than 5 lakhs 

annual_taxable_earning > 500000 

2.2 Other Taxes and Charges on Income Tax_ 

If other taxes are applicable on calculated income tax, you can enter those using this table. You can also define the min and max taxable 


amount for which this tax will be applicable. For example, Health and Education Cess is applied additionally on income tax to everyone in UAE. 


)ther Taxes and Charge 


Description Percent Min Taxable Income Max Taxable Income 


1 Health and Education Cess 4% = 0.00 = 0.00 


2.3 Other Properties" 
e Allow Tax Exemptions: Tax exemptions can be allowed for a specific Income Tax Slab. If enabled, while calculating taxes based on 
this tax slab, Employee Tax Exemption Declaration and Proof Submission are considered for calculating taxable income. 
e@ Standard Tax Exemption Amount: If exemption is allowed, the Standard Tax Exemption Amount defined by the government can 
be added here. This exemption generally does not need any kind of document proof and applicable to all employees linked to this 


income tax slab. 


SALARY COMPONENT 


Salaries are paid by organizations to their employees in exchange for the services rendered by them. The different components that 
make up the Salary Structure are called as Salary Components. 
Salary paid to the employees comprises of several different components, such as basic salary, allowances, arrears, etc. ERP allows you to define 
these Salary Components and also specify its various attributes. 
To access Salary Component, go to: 
Home > Human Resources > Payroll > Salary Component 
1. How to create a Salary Component_ 
To create a new Salary Component: 
1. Goto Salary Component list, click on New. 
2 Enter its Name and Abbreviation. 
3 Enter Description of the Salary Component (optional). 
4. — Enter the Company name and the Default Account of the Salary Component in the Accounts table. 
5 


Save. 
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B > Payroll > Salary Component > Basic 


= Basic - Notsaved 


2, Assigned To 


Abbr * 
shy 
B 
@ Attachments 
2 Type * 
Attach File + 
Earning 
ty Reviews 
Description 
+ 
Basic 
@, Shared With 
® Tags 
Add a tag 
0-Qo FOLLOW Flexible Benefits 


Is Flexible Benefit 
You edited this 
3 minutes ago 


You created this 


3 weeks ago 
sear Accounts 


Accounts 
No. Company 


1 Unico Plastics Inc 


Add Row 


2. Features_ 


2.1 Condition and Formula_ 


B > Payroll > Salary Component > Basic 


= Basic - Enabied 


Condition and Formula ~ 


Condition 
1 Base < 10000 


Expand 
©@ Amount based on formuts 


Formula 
1 Base * 0.4 


Expand 


enable the ‘Amount based on formula’ checkbox. 


Q Search or type a command (Ctr + G) a Helpy A 


@ Depends on Payment Days 

@ |s Tax Applicable 
Deduct Full Tax on Selected Payroll Date 
Round to the Nearest Integer 


Statistical Component 
If selected, the value specified or calculated in this component will not contribute to 
the earnings or deductions. However, it's value can be referenced by other 
components that can be added or deducted 


Do Not Include in Total 


Disabled 


Account 


@ Edit 


Apart from the above mentioned mandatory fields, some of the additional features of the Salary Component are given below: 


In this section, the Condition and Formula required for the calculation of the Salary Component can be specified. To specify the formula, 


Q Search or type a command (Ctrl + G) a Helps A 


Help 


Notes: 


. Use field base for using base salary of the Employee 

. Use Salary Component abbreviations in conditions and formulas. 8S = 
Basic Salary 
Use field name for employee details in conditions and formulas. 
Employment Type = employment_typeBranch = branch 

4. Use field name from Salary Stip in conditions and formulas. Payment 

Days = paynent_daysLeave without pay = leave_without_pay 
5. Direct Amount can also be entered based on Condition. See example 3 


Nn 


wo 


Examples 


1. Calculating Basic Salary based on base 
Condition: base < 10008 


Formula: base * .2 


2. Calculating HRA based on Basic Salaryi's 
Condition: 8S > 2000 


Formula: 8S * .1 


3. Calculating TDS based on Employment Typeenploynent_type 
Condition: enployment_type=="Intern" 


Amount: 1600 
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In case the Salary Component is based on a pre-defined amount, ERP allows you to directly enter the amount in the Amount field (disable 


the ‘Amount based on formula’ checkbox). 

Note: This above setup is optional. You can define Amount and Formula/Condition for a Salary Component directly in the Salary Structure 
also. If they are specified in the Salary Component document itself, the information will be directly fetched in the Salary Structure when the 
Component is selected. 

2.2 Additional Properties" 

Some of the additional attributes of the Salary Component that can be enabled using checkboxes are as follows: 

e@ Is Payable: Select this if the Salary Component is payable. 

@ Depends on Payment Days: If this checkbox is enabled then the Salary Component will be calculated based on the number of 
working days. 

e Is Tax Applicable: This checkbox is applicable for Earning Components. Selecting this checkbox allows tax to be applied on this 
Salary Component. 

e Deduct Full Tax on Selected Payroll Date: If checked and the component is used in Additional Salary, the tax amount applicable 
on the additional amount will be deducted on the specific payroll month. If not checked, the tax will be distributed over the 
remaining months of the payroll period. For example, if a bonus is given in a particular month using Additional Salary, then you can 
deduct full tax amount in the same month only. 

e@ Round to the Nearest Integer: Selecting this checkbox allows you to round the amount of this Salary Component to the nearest 
integer. 

e = Statistical Component: If selected, the value specified or calculated in this component will not contribute to the earnings or 
deductions. However, it's value can be referenced by other components that can be added or deducted. If you set a Salary 
Component as a Statistical component, then you do not have to set the Default Account for the same. Also, you would not be able 
to set this component as a Flexible Benefit. 

@ Do Not Include in Total: Selecting this checkbox ensures that the Salary Component is not included in the Total Salary. It is used 
to define the component which is part of the CTC but not payable (e.g. Usage of Company Cars). 

@ Variable Based On Taxable Salary: The component is calculated automatically on taxable income based on applicable Income Tax 
Slab (e.g. TDS or Income Tax). 


e@ Exempted from Income Tax: If checked, the full amount will be deducted from taxable income before calculating income tax 


without any declaration or proof submission. For example, Professional Tax in UAE is deducted from taxable income before 


calculating income tax. 
e@ Disabled: This checkbox can be selected to disable this Salary Component. A disabled Salary Component cannot be used in the 
Salary Structure. 
2.3 Flexible Benefits_ 
This section is shown if the Salary Component is an Earning Component. Flexible Benefit plans allow employees to avail the benefits they want 
or need from a package of programs offered by an employer. They may include health insurance, pension plans, telephone expenses, etc. To 


set a Salary Component as a Flexible Benefit, check the ‘Is Flexible Benefit’ checkbox. 
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Telephone Expense: Enabied 


. Assigned To 
Abbr * 


Attachments 


Attach File 4 
Earning 


Description 


Basic 


t) O) FOLLOW Flexible Benefits 


Is Flexible Benefit 


Max Benefit Amount 


10,000.00 


against the Benefit Claim. 


SALARY STRUCTURE 


B > Payroll > Salary Component > Telephone Expense 


Enter the maximum yearly amount for this flexible benefit in the 'Max Benefit Amount (Yearly)' field. Some of the additional attributes of the 
Flexible Benefits that can be enabled using checkboxes are as follows: 

e@ Pay Against Benefit Claim: Enable this checkbox if you want to pay this benefit via the Employee Benefit Claim. 

@ = Only Tax Impact (Cannot Claim But Part of Taxable Income): If set, the flexible benefit will be part of taxable income. 


e Create Separate Payment Entry Against Benefit Claim: If this checkbox is checked, it will let you create a separate payment entry 


Q Search or type a command (Ctrl + G) ra Help ~ A 


Depends on Payment Days 
@ Is Tax Applicable 
Deduct Full Tax on Selected Payroll Date 


Round to the Nearest Integer 


Statistical Component 


r 
Do Not Include in Total 


Disabled 


Pay Against Benefit Claim 
Only Tax Impact (Cannot Claim But Part of Taxable income) 


Create Separate Payment Entry Against Benefit Claim 


Salary Structure is the details of the salary being offered to an Employee, in terms of the breakup of the different components 


constituting the compensation. 


Any changes to the Salary Structure i.e. among the components can have a major impact on what the Employee does, such as the kind of tax 


exemptions claimed. 


ERP allows you to define the Earnings and Deductions of a Salary Structure, Payroll frequency, and Payment Mode among other features. 


To access Salary Structure, go to: 

Home > Human Resources > Payroll > Salary Structure 

1. Prerequisites" 

Before you create a Salary Structure, it is advisable you have the following: 
e = Salary Component 

2. How to create a Salary Structure_ 
1. Go to the Salary Structure list, click on New. 
2. — Enter the Salary Structure Name. 
3. Select the Company Name and Payroll Frequency. 
4. Save and Submit. 

2. Features_ 


2.1 Earnings and Deductions_ 


Earnings specify the Salary Components that are earned by an Employee. These components typically include basic, allowances, bonuses, and 
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By > Payrott > salary structure > Albert Einsteir 


1; 
2. 


from the employee's Total Salary. These typically include the taxes. 


Deductions table. 


Albert Einstein - supmittea Preview Salary Slip Assign Salary Structure 
up based on Eaming and Deductio 
Earnings 
No Component Abbr Amount 
1 Basic BA = 0.00 
2 House Rent Allowance HRA = 0.00 
3 Dearness Allowance DA %0.00 
Add Row 
Deductions 
No Component Abbr Amount Statistic 
| Professional Tax PT = 0.00 
2 Maharashtra Labour Welfare Fund MLWF % 12.00 


Add Row 


Condition and Formula Help 


calculated using a formula. 


2.2 Account_ 


2.3 Salary Structure for Salary based on Timesheets_ 


working hours. 


Steps for creating Salary Structure based on Timesheets: 


Go to Salary Structure List, click on New. 
Select checkbox Salary Slip Based on Timesheet. 


Select the Salary Component. 


Enter the Hour Rate. Based on the Rate entered, the amount for Working hours for the selected Salary Component will be calculated 


accordingly. 


Save and Submit. 


Q Search or type a command (Ctrl + G) 


Assign to Employees 


incentives that are added to the employee's Total Salary. On the other hand, Deductions specify the Salary Components that are deducted 


Note: Only Salary Components set as ‘Earnings’ will be shown in the Earnings table and components set as ‘Deductions’ will be shown in the 


To create Earnings and Deductions, select the Salary Component in the Component column. Enter the Formula/Condition if not previously 


specified while creating the Salary Component. Additionally, you can also enter a pre-defined amount in the Amount column. 


a Help ~ 


< > || SI), Cancel 


2 Edit 


2 Edit 


@ Edit 


2 Edit 


2 Edit 


Note: Make sure to click on the downward arrow and enable the ‘Amount based on formula’ checkbox in case the Salary Component is 


In this section, the Mode of Payment and the Payment Account that is used to pay the salary can be specified. 


In ERP you can also define the Salary Structure for Salary Slip based on Timesheet, which allows the Company to pay there Employee as per 
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= | > Payroll > Salary Structure > new-salary-structure-1 Q Search or type a command (Ctrl + G) QO Hep» A 
New Salary Structure - Nor sever 
Company * Currency * 
Unico Plastics Inc INR 
Letter Head 


Horizon Technologies 


Salary Slip Based on Timesheet Salary Component * 


Overtime 


Hour Rate (INR) * 


500.00 


Leave Encashment Amount Per Day (INR) 


5,000.00 


Max Benefits (INR) 


1,000.00 


2.4 Leave Encashment Amount Per Day_ 

In case there are encashable leaves for an Employee, you can define the leave encashment amount per day in this field for this particular 
Salary Structure. Based on the ‘Earning Component’ set in the encashed Leave Type and the amount per day, the value for the Salary 
component will be calculated accordingly in the Salary Slip. 

2.5 Max Benefits (Amount)_ 

In this field, the Max Benefits Amount for the Salary Structure can be specified. If this field is filled, make sure the Salary Structure has a Salary 
Component with the "Is Flexible Benefits" checked, against which this amount will be paid. 

Once all the information is saved and submitted, you can assign the Salary Structure to an Employee either through the Assign Salary 


Structure button or by creating a new Salary Structure Assignment through the dashboard. 


You can also assign the created Salary Structure to several employees based on the Employee Grade, Department, Designation, etc. through 


the ‘Assign to Employees’ button. Additionally, Salary Slip can also be directly created through the dashboard. 


SALARY STRUCTURE ASSIGNMENT 


Salary Structure Assignment form allows you to assign a particular Salary Structure to the employee. 
In ERP, you can create multiple Salary Structure Assignments for the same Employee for different periods. 
To access Salary Structure Assignment, go to: 
Home > Human Resources > Payroll > Salary Structure Assignment 
1. Prerequisites" 
Before you create a Salary Structure Assignment, it is advisable you have the following documents: 

1. Employee 

2. Salary Component 

3. Salary Structure 


2. How to create a Salary Structure Assignment:_ 
1. Go to Salary Structure Assignment list and click on New. 
2. Select the Employee and Salary Structure. 
Select the From Date from which this particular Salary Structure will be applicable. 


3 
4. Select preferred Income Tax Slab for the employee. 
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5. Enter Base and Variable amount as per requirement. Base amount refers to the Base Salary of the Employee, which is fixed and paid 
out, regardless of employees meeting their goals. Variable pay, on the other hand, is the portion of sales compensation determined 
by employee performance. When employees hit their goals (aka quota), variable pay is provided as a type of bonus, incentive pay, 
or commission. 


B > Payroll > Salary Structure Assignment > HR-SSA-21-05-00001 Q Search or type a command (Ctrl + G) QO | Hepy A 


= Nabin Baran Hait. - submitea < > 8 = Cancel 


& Assigned To 


Employee * Salary Structure * 
+ 
HR-EMP-00003 nabint-1 
@ Attachments 
Employee Name From Date * 
Attach File + 
Nabin Baran Hait 01-04-2021 
tr Reviews 
+ Company * income Tax Slab 
Unico Plastics Inc Income Tax Regime 2021-22 
& Shared With 
fs Payroll Payable Account Currency * 
Payroll Payable - UP INR 
® Tags 
Add a tag 
Base Variable 
® 1,00,000.00 %0.00 
o- 0 FOLLOW 


2.1 Alternate ways to create Salary Structure Assignment_ 
You can also assign a Salary Structure to Employee(s) directly through the Salary Structure document. To assign the Salary Structure to a single 


employee, click on the ‘Assign Salary Structure’ button in the Salary Structure document. 


B > Payroll > Salary Structure > Salary Structure 2021-22 Q Search or type a command (Ctrl + G) QO Hep» A 


= Salary Structure 2021-22 = - submitted Preview Salary Slip Assign to Employees << > B&B Cancel 


& Assigned To 


+ Connections ~ 


@ Attachments Salary Structure Assignment + © EmployeeGrade + 


Attach File + Salary Slip 15 


te Reviews 


+ 
Company * Is Active * 
& Shared With 
Unico Plastics Inc Yes 
+ 
Letter Head Payroll Frequency * 
® Tags 
Horizon Technologies Monthly 
Add a tag 
Currency * 
INR 
0-Qo FOLLOW 


If you want to bulk assign the Salary Structure to multiple employees, you can do so via the ‘Assign to Employees’ button. 


B > Payroll > Salary Structure > Salary Structure 2021-22 Q Search or type a command (Ctrl + G) QO Hepy A 


= Salary Structure 2021-22  - submittea Preview Salary Slip Assign Salary Structure < > @ «Cancel 


&, Assigned To 


+ Connections ~ 


@ Attachments Salary Structure Assignment + © EmployeeGrade + 


Attach File + Salary Slip + 


tr Reviews 


+ 
Company * Is Active * 
& Shared With 
Unico Plastics Inc Yes 
+ 
Letter Head Payroll Frequency * 
® Tags 
Horizon Technologies Monthly 
Add a tag 
Currency * 
INR 
0-Qo FOLLOW 
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You can optionally filter out employees based on Employee Grade, Department, Designation, and Employee itself. 


Assign to Employees 
Filter Employees By (Optional) 


Company 


Unico Plastics Inc 


Currency 


INR 


Employee Grade 


L6 


Department 


Accounts - UP 


Designation 


Analyst 


Employee 


HR-EMP-00001 


Payroll Payable Account 


Creditors - UP 


From Date * Base 


01-04-2021 50,000.00 


Income Tax Slab Variable 


Once this is done, click on the ‘Assign’ button to assign the Salary Structure accordingly. 


SALARY SLIP 


A salary slip is a document issued to an employee. It contains a detailed description of the employee’ s salary components and 
amounts. 

To access Salary Slip, go to: 

Home > Human Resources > Payroll > Salary Slip 

1. Prerequisites" 


Before creating Salary Slip, it is advised that you create the following first: 


e Employee 
e Salary Structure 


e@ Salary Structure Assignment 


2. How to create a Salary Slip_ 
1. Go to Salary Slip, Click on New. 
2. Select Employee. On selecting Employee all details of the Employee will be fetched from Salary Structure which is assigned to that 
Employee. This includes details such as Payroll Frequency, Earnings, Deductions, etc. 
3. Select Start Date and End Date. 
4. Save. 
3. Feature_ 
3.1. Salary Slip based on Attendance/Leave_ 
HR users can create Salary Slip based on Attendance or leave. The Working days will calculated on basis of leave/Attendance, depending on 
the field Calculate Payroll Working Days Based On in HR Settings. If Payroll is based on Attendance then, the Leave without pay will be 


considered as absent and half-day will be considered as half-day absent. 
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3.2. Salary Slip based on Timesheet_ 
For creating Salary Slip based on timesheet you need to create Salary Structure for Timesheets. 
ERP also provides an option to create Salary slip based on working hours based on Timesheet. You can create Salary Slip after submitting the 


Timesheet by clicking directly on Create Salary Slip button on the top right. 


B Projects Timesheet Q Settings ~ Helpy i & 
Anurag Mishra ¢ submitted TS-2020-00001 & < > Menur Cancel 
Comments tt) Create Sales Invoice 
Assigned To oa crs 
Company status 
Assign + 
Frappe Submitted 
Attachments 
Attach File + 
Tags EMPLOYEE DETAIL 
Add a ta 
Employee Start Date 
Reviews HR-EMP-00001: Anurag Mishra 04-02-2020 
: Employee Name End Date 
Shared With Anurag Mishra 06-02-2020 
+ 
Department 
Sales - F 


The Payment Amount is calculated based on Hour Rate defined in Salary Structure and is reflected in the Earnings table. 
3.3 Year to Date and Month to Date_ 
For every salary slip, ‘Year to Date’ and ‘Month to Date' are computed. 


B Salary Slip Q Settings ~ Help~y i & 


Rucha Mahabal ¢ submitted Sal Slip/HR-EMP-00001/00004 & <> Menu~ Cancel 


Component Amount Component Amount 
Basic = 30,000.00 Income Tax 2 1,200.00 
House Rent Allowance % 20,000.00 Professional Tax % 200.00 
ross Pay (INR Total Deduction (INR 
2 50,000.00 21,400.00 
Total Principal Amount Total Loan Repayment 
20.00 20.00 
Total interest Amount 
20.00 
Net Pay (INR Rounded Total (INR) 
2 48,600.00 2 48,600.00 


2 97,200.00 2 48,600.00 


e Year to Date: Total salary booked for that particular employee from the beginning of the year (payroll period or fiscal year) up to 


the current salary slip's end date. 
@ Month to Date: Total salary booked for a particular employee from the beginning of the month (for which the payroll entry is 
created) up to the current salary slip's end date. 
Year to Date is also computed for every component in the earnings and deduction tables. The "Salary Slip with Year to Date" print format is 


available with Year to Date and Month to Date computations. 
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> Salary Slip 


Selec 


Selec 


Selec 


7. Save. 


Editing Row #1 


Component 


Basic 


Amount (INR) 
2 30,000.00 
Year To Date (INR) 
2 60,000.00 


Total amount spent on this 
salary component from the 
beginning of the year (payroll 
or fiscal) to the current 
payroll date. 


COMPONENT PROPERTIES AND REFERENCES 


E§- Ctrl + Up, Ctrl + Down, ESC Insert Below 


PAYROLL ENTRY 


To access Payroll Entry, go to: 


1. How to create a Payroll Entry 


t the Payroll Frequency. 


on the selected criteria. 


Home > Human Resources > Payroll > Payroll Entry 


1. Go to to Payroll Entry list, click on New. 


6. Select the Payment Account to make the Bank Entry. 


Payroll is the sum total of all compensation a business must pay to its employees for a set period of time or on a given date. 
In ERP, Payroll Entry enables bulk processing of payroll for employees. In other words, processing salary slips of all employees in one go. The 


bulk processing can be Company-wide or based on these categories: Branch, Department, or Designation. 


t Branch, Designation and Department to filter out employees (optional). 
Select Project (optional) if you want to run the payroll against a project. 
t ‘Validate Attendance’ and ‘Salary Slip Based on Timesheet’ checkboxes in case you want to deduct the salary based on 


attendance and if you want to also consider the timesheets of the employees respectively. 


Once the information is saved, click on the Get Employees button to get a list of Employees for which the Salary Slips will be created based 


Once the list of Employees is fetched, click on the Create Salary Slips button to generate Salary Slips. 


Settings ~ Helpy  & 
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B Human Resources Payroll Entry Q Settings + Help»  & 
HR-PRUN-2020-00001 «= @<> hans 
+ SELECT EMPLOYEES 
Shared With Posting Date Company 
+ 07-05-2020 Test Company 
Payroll Frequency 
Monthly v 


MPLOYEES 


Branch Designation 


You cre 


Department Number Of Employees 


2 


Employee Details 


Employee Employee Name Department Designation 
1 HR-EMP-00002: Rahul Rahul 


2 HR-EMP-00001: Nabin Baran Hait Nabin Baran Hait 


Note: If the Salary Slips are already created, the system will not create any more Salary Slips. You can also just save the form as Draft and 
create the Salary Slips later. 

2. Features_ 

2.1 Salary Accrual_ 


After verifying the Salary Slips, you can Submit them all together by clicking on the Submit Salary Slip button. 


EB > Payroll > Payroll entry > HR-PRUN-2021-00001 Q Search or type a command (Ctrl + G) OQ Helpy A 


= HR-PRUN-2021-00001 .: drat GetEmployees < > 6 
+ 
Select Employees 
Tags 
Posting Date * Currency * 
nas 6 sting Date urrency 
10-05-2021 INR 
Payroll Frequency * Exchange Rate * 
O- 0 FOLLOW 
Monthly : 0.014000000 
You edited this Company * Payroll Payable Account * 
2 minutes ago 
Unico Plastics Inc Cash In Hand - TC 
You created this 
2 minutes ago 
Employees 
Branch Designation 
Department Number Of Employees 


1 


Employee Details 


No. Employee Employee Name Department Designation 
1 HR-EMP-00001 Albert Einstein Research & Developme... Manager @ Edit 
Add Row 


This will also book the default Payroll Payable account against respective Expense Heads (as configured in Salary Components) to record the 
accrual of salary to employees. 

Cost Center: 

You can select Cost Center in the Payroll Entry against which the expenses will be posted. 

If you want to book expenses against multiple cost centers based on Employee/Department, you can do so by setting Payroll Cost Center in 


the Employee/Department master. 
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B > Payroll > Salary Structure Assignment > HR-SSA-21-12-00002 


= Micheal Corleone - submitted 


Add a tag 


Base & Variable 
FOLLOW Base 


= 180,980.00 


Payroll Cost Centers ~ 


Cost Centers 
No. Cost Center 
1 Main - GTPL 
2 FooBar - GTPL 
Add Row 


priority is given to the Cost Center selected in Payroll Entry. 
B Accounting 


Payroll Payable - UP ¢ Journal entry 


Journal Entry 


Comments 0 
Assi Te 

ssigned To Entry Type 
Assign + 

Journal Entry 

Attachments 
Attach File + 
Tags 
Add a tag 
Reviews Accounting 

+ Account Party 
Shared With 1. Basic - UP 


2 House Rent Allowance - UP 


3 Professional Tax - UP 


4 Payroll Payable - UP 


User Remark 


Accrual Journal Entry for salaries from 2019-07-01 to 2019-07-31 


2.2 Salary Payment_ 


The final step is to book the Salary Payment. 


have access to the individual salaries. 


Q Search or type a command (Ctrl + G) 


Variable 


% 0.00 


Posting Date 


18-07-2019 


Company 


Even multiple cost centers can be assigned against a single Employee, you can do so via Salary Structure Assignment document. 


Cost Center assigned in Salary Structure Assignment gets highest priority and then Employee and Department master respectively. The least 


Q 


ACC-JV-2019-00001 


Unico Plastics Inc. 


Total Debit 


2 90,000.00 


Total Credit 


2 90,000.00 


Multi Currency 


salaries and the bank distributes the salaries to each employee’ s salary account. 


Debit 


2% 60,000.00 


2 30,000.00 


20.00 


20.00 


Note: Submitting Salary Slips one by one manually will not create the Journal Entry to record salary accrual. 


Salaries in businesses are usually dealt with extreme privacy. In most cases, companies issue a single payment to the bank combining all 


This way there is only one payment entry in the company’ s books of accounts and anyone with access to the company’ s accounts will not 


The salary payment entry is a Journal Entry that debits the total of the Earnings type salary component and credits the total of Deductions 
type salary component of all Employees to the default account set at Salary Component level for each component. 
To generate your salary payment voucher from Payroll Entry, click on the Make Bank Entry button. 


Payroll Entry will route you to Journal Entry with relevant filters to view the draft Journal Vouchers created. You will have to set the reference 


rat Help v A 


< > © Cancel 
Percentage (%) 
70 2 Edit 
30. 2 Edit 


Settings ~ Help» 9 Go 


@&<> = Menu~ = Cancel 
View~ Maker 
Credit 
20.00 
20.00 
2 200.00 
2% 89,800.00 
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number and date for the transactions and Submit the Journal Entry. 


B Accounting Journal Entry Q Settings ~ Help» 9 | 6 | 
Cash - UP @ Bank Entry ACC-JV-2019-00002 & <> Menur Cancel 
Bank Entry 18-07-2019 
Attachments 
Attac le + 
Unico Plastics Inc. 
Tags 


Reviews A inting Entries 


Account Party Debit Credit 
Shared With 1 Cash-UP 20.00 2 89,800.00 
2 Payroll Payable - UP 2 89,800.00 20.00 
You edited t 
as fees Reference Number tal Deb 
you created 1234567 2 89,800.00 
19-07-2019 2 89,800.00 


Multi Currency 


Payment of salary from 2019-07-01 to 2019-07-31 


Note: Payment of salary from 2019-07-01 to 2019-07-31 
Reference #1234567 dated 19-07-2019 


Note: For Salary Components which are Flexible Benefits and has Create Separate Payment Entry Against Benefit Claim checked, ERP will book 


separate draft Journal Entries. 


ADDITIONAL SALARY 


Additional Salary is something that an Employee receives from the company they work for, other than their usual pay. 

ERP offers you a feature called Additional Salary to add or deduct ad hoc salary for a particular Employee while processing the Payroll. Some 
examples of Additional Salary could be Performance Bonus, Deputation Allowance, Arrears, Incentives, or other adjustments. 

To access Additional Salary, go to: 

Home > Human Resources > Payroll > Additional Salary 

1. Prerequisites" 


Before creating an Additional Salary, it is advisable to create the following: 


e Employee 


e = Salary Component 
2. How to create an Additional Salary 


1. Go to the Additional Salary list, click on New. 
2. Select Employee. 
Select Salary Component. 


Enter the Amount. 


a FF & 


Enter the Payroll Date. If Payroll Date for Additional Salary is in the interval when the salary is processed, it will be added to the 
earnings/deduction. 

6. Save and Submit. 
Select the 'Overwrite Salary Structure Amount’ checkbox to overwrite the Additional Salary component on the Salary Structure amount. 


Additionally, the ‘Deduct Full Tax on Selected Payroll Date' checkbox can be selected if full tax needs to be deducted on the Additional Salary 


P.O.Box 128448, Dubai, United Arab Emirates —— 
man.energy 800696 - 588 - mAN ENERGY 


component for that particular payroll date. 


B > Payroll > Additional Salary » HR-ADS-21-05-00001 


HR-EMP-000071 .: submitted 


Employee * 


HR-EMP-00001 
@ Attachments 


Employee Name 
Attach File + 


Albert Einstein 


Salary Component * 


Incentive 


Salary Component Type 


Earning 


Amount * 


2% 3,000.00 


i) 0 FOLLOW 


3.Features_ 


3.1 Recurring Additional Salary_ 


This feature allows users to create an Additional Salary for a fixed interval. When ‘Is Recurring’ is checked you need to fill ‘To Date’ and ‘From 
Date’. This will add or deduct the additional salary amount for this employee within the selected date range and it will be reflected in the 


Salary Slip for the employee. The Additional Salary will be repeated every month between ‘From Date’ and 'To Date’ interval. 


RETENTION BONUS 


Retention bonus is a payment or reward outside of an employee's regular salary that is offered as an incentive to keep a key employee 


on the job. 


Q Search or type a command (Ctri + G) 


Company * 


Unico Plastics Inc 
Department 
Research & Development - UP 


Currency * 


INR 


Payroll Date * 
01-05-2021 
Date on which this component is applied 
Is Recurring 
fa 


@ Overwrite Salary Structure Amount 


Deduct Full Tax on Selected Payroll Date 


ERP allows you to configure Retention Bonus for an Employee for a particular period. 


To access Retention Bonus, go to: 


Home > Human Resources > Payroll > Retention Bonus 


1. Prerequisites" 


Before creating a Retention Bonus, it is advisable to create the following: 


e Employee 


e Salary Component 
2. How to create a Retention Bonus_ 


1. Go to Retention Bonus list, click on New. 


2. Select Employee and Bonus Payment Date. 


Enter the Bonus Amount. 


Save and Submit. 


a aon FF w& 


Entry. 


Select the Salary Component under which you want to give the bonus. 


On submit, ‘Additional Salary' document of the specified ‘Salary Component' is created. This will be fetched while running Payroll 


Help v A 


Cancel 
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B > Payroll > Retention Bonus > HR-RTB-2021-00001 Q Search or type a command (Ctrl + G) ray Help ~ A 
= HR-RTB-2021-00001 . submittea < > & Cancel 
&, Assigned To 
Company * Employee Name 
Unico Plastics Inc Albert Einstein 
@ Attachments 
Employee * Department 
Attach File + 
HR-EMP-00001 Research & Development - UP 
tr Reviews 
. Bonus Payment Date * Date of Joining 
01-09-2021 2005-07-01 
& Shared With 
Bonus Amount * Currency * 
® 5,000.00 INR 
® Tags 
Arla tac Salary Component * 
Arrear 


Employee Incentives are a way of compensating and motivating employee performance apart from the usual salary. 

When an organization wants to encourage productivity among its employees, one of the options available is rewarding the Employee with an 
incentive. ERP allows you to create Employee Incentives as and when required for a particular payroll entry. 

To access Employee Incentive, go to: 

Home > Human Resources > Payroll > Employee Incentive 

1. Prerequisites" 


Before creating an Employee Incentive, it is advisable to create the following: 


e Employee 
e Salary Component 


1. How to create an Employee Incentive_ 


1. Goto Employee Incentive list, click on New. 
2. Select the Employee. 
3. — Enter the Incentive Amount. 
4. Select the Payroll Date. 
5. Select the Salary Component under which you want to give the incentive. 
6. Save and Submit. 
7. Onsubmit, the ‘Additional Salary’ document of the specified ‘Salary Component’ is created. This will be fetched while running the 
Payroll Entry. 
B Human Resources Employee Incentive Q Settings Helpy  & 
George Smith e submitted HR-EINV-20-01-00001 & < > Menu~ Cancel 
Comments i) Employee Payroll Date 
Assigned To HR-EMP-00001: George Smith 01-02-2020 
Assign + 
Incentive Amount Salary C 
Attachments 2 5,000.00 Arrear 
Attach File + 
Tags 
Add a ta 
Reviews 
Shared With 


Add a comment Comment 
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SETTING UP INCOME TAX DEDUCTION 


Calculating Tax deductions for employees every month is a time-consuming activity for most businesses, especially for large enterprises. If set 
up properly, ERP simplifies most of the tax-related calculations by automatically calculating tax deductions while generating Salary Slips. Here's 
how you can configure ERP to ease your payroll processing - 

Income Tax Exemption 

In many countries, especially in UAE, regulations allow exempting a part (or all) of some type of spendings by individuals from being added 
to their annual taxable income. Examples of such spendings could be contributions to charitable institutions, the amount spent on the 
education of children, specific investments, etc. To avail the exemption from their taxable income, individuals are required to submit proof of 
such spendings. 

ERP allows you to configure Income Tax Slabs and the tax is calculated based on the projected annual earnings of the employee. For this, 
employees are required to declare the exemption amount they plan to claim at the start of the financial year so that the payroll deductions 
for tax will be calculated based on the projected annual earnings minus the exemption. Employees can declare this through Employee Tax 


Exemption Declaration. 


If no declaration is submitted by the employee, the monthly deductions will be calculated without any exemption from the employee's annual 
earnings. However, if the employee submits a declaration in between the payroll period, the tax exemption will be applied from the next 
payroll onwards. Any additional tax collected in earlier payrolls will be adjusted in the last payroll or when using Deduct Tax For Unsubmitted 
Tax Exemption Proof in Payroll Entry or Salary Slip. 


Also, at the end of the year employees submit the actual proof of the spendings for filing via Employee Tax Exemption Proof Submission. In 


the last payroll of the Payroll Period, ERP checks for proof submissions of employees, and if not found, tax for the exempted income will be 
added to the standard deduction component. 

Employee Tax Exemption Category 

Exemptions from taxable salary are usually restricted to spendings on particular categories decided by government or regulatory agencies. 
ERP allows you to configure various categories which are allowed to be exempted. Examples of this could be, for UAE, 80G, 80C, BOCC, etc. 
You can configure Employee Tax Exemption Category by going to, 


Human resources > Payroll Setup > Employee Tax Exemption Category > New Employee Tax Exemption Category 


BG Human Resources Employee Tax Exemp... Q = HRManager~ Help~ 4 
80C oven ED 


Comments te) 
1,50,000.00 


Assign + oe 
Employee Tax Exemption Sub Category_ 
Under each category, there could be many heads for which the exemptions are allowed. For example, in UAE, subcategories under 80C could 
be Life Insurance Premium 
You can configure Employee Tax Exemption Sub Category by going to, 


Human resources > Payroll Setup > Employee Tax Exemption Sub Category > New Employee Tax Sub Exemption Category 


B Human Resources Employee Tax Exemp... Q = HRManager~ Help~ 4m 

Life Insurance Premium B Menu ~ 
ax Exe 

Comments 0 
80c 

: Ma 

Assign + 
1,50,000.00 

oe abd Is Active 

Attach File + 

43_ bt “_ soins 
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For the fiscal year 2018-19, in UAE, House Rent Allowance (HRA) exemption from taxable earnings is the minimum of: * The actual amount 


HRA Exemption - Regional, UAE 


allotted by the employer as the HRA. * Actual rent paid less 10% of the basic salary. * 50% of the basic salary, if the employee is staying in a 
metro city (40% for a non-metro city). 
As part of the Employee Tax Exemption Declaration, employees shall also fill out the HRA Exemption. ERP will calculate the exemption eligible 
for HRA and exempt it while calculating the taxable earnings. 
Note: Basic and HRA salary component shall be configured in Company for HRA exemption to work 
Options in Payroll Entry and Salary Slip_ 
ERP simplifies payroll processing by automatically processing payroll in bulk via Payroll Entry. 
e Deduct Tax For Unclaimed Employee Benefits: Flexible benefits (Salary Components which are /s Flexib/e Benefit) are not included 
in the taxable income of the employee. However, the amount received for these components will be included in the taxable earnings 


of the employee if she fails to submit Employee Benefit Claim while calculating tax in the last payroll of the Payroll Period. 


If you wish to collect tax for benefits before the last payroll, check this option and ERP will recalculate the tax and add the tax for all untaxed 
benefits while generating the Salary Slip. 


e Deduct Tax For Unsubmitted Tax Exemption Proof: This option allows you to deduct taxes for the earnings which were exempted 


in previous payrolls as declared in Employee Tax Exemption Declaration but the Employee has not submitted sufficient proof 


via Employee Tax Exemption Proof Submission. It is to be noted that if this option is checked ERP does not consider the Employee 


Tax Exemption Declaration by employees and will only take into account Employee Tax Exemption Proof Submission instead while 
calculating exemption from employees’ annual earnings. 
Note: If required, you can still process payroll for employees individually, by manually creating a new Salary Slip and both these options are 
made available in the Salary Slip 
Income Tax Slab 
Income Tax Slab helps you define Tax slabs applicable for the period, making it easier to manage changing laws. You can add multiple tax 
slabs for the payroll period depending on the tax regulations. Note that you can use fields in Employee document in the Condition field to 
apply tax slabs based on attributes of employees. 
Salary Component 
To enable automatic tax deduction based on Tax slabs configured in Income Tax Slab, you have to configure a Salary Component of 
type Deduction with Variable Based On Taxable Salary option enabled. This checkbox enables auto calculation of Income Tax considering the 
tax slabs and declaration submitted by an employee. The tax will be calculated annually on the remaining taxable salary and equally divide it 
in 12 months. 
Important Note: If you configure condition and formula for this Deduction component, the condition and formula will be considered for 
calculating the Salary Component and the Tax Slabs configured in Income Tax Slab will be ignored. However, you can still use Deduct Tax For 
Unsubmitted Tax Exemption Proof option in Payroll Entry / Salary Slip to deduct taxes based on the Tax Slabs configured in Income Tax Slab, 


exempting Employee Tax Exemption Proof Submission which will give precedence to the Tax Slab based tax deduction. This is particularly 


helpful if you need to deduct a fixed amount as a deduction in each payroll rather than ERP automatically calculating the deductions based 


on the projected annual salary of the employee after exemption as declared by the employee via Employee Tax Exemption Declaration. At the 


end of the fiscal year, you can still use Deduct Tax For Unsubmitted Tax Exemption Proofto deduct the remaining tax liability of the employee 


for the whole period. 


EMPLOYEE TAX EXEMPTION DECLARATION 


Tax exemption is the monetary exemption of income, property or transactions from taxes that would otherwise be levied on an 
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At the beginning of a Payroll Period, employees can declare the amount of exemption they will be claiming from their taxable salary. ERP 


Employee. 


allows you to specify tax exemption category/sub-category, tax exemption amount and other related information in the Employee Tax 
Exemption Declaration form. 

To access Employee Tax Exemption Declaration, go to: 

Home > Human resources > Employee Tax and Benefits > Employee Tax Exemption Declaration 

1. Prerequisites" 

Before creating an Employee Tax Exemption Declaration, it is advisable you create the following: 


e Employee 


e Employee Tax Exemption Category 


e Employee Tax Exemption Sub Category 


2. How to create Employee Tax Exemption Declaration_ 

To create a new Employee Tax Exemption Declaration: 
1. Goto: Employee Tax Exemption Declaration > New. 
2. Select the Exemption Sub Category and Exemption Category. 
3. Enter the Maximum Exemption Amount and Declared Amount. 


4. Save and Submit. 


B > Payroll > Employee Tax Exemption Declaration > HR-TAX-DEC-2021-0000 Q Search or type a command (Ctrl + G) QO Hep» A 


HR-TAX-DEC~-2021-00001  - submittes < {i> le] - Cancel 
2, Assigned To 
Employee * Payroll Period * 
+ 
HR-EMP-00001 2021-22 
@ Attachments 
Employee Name Company 
Attach File + 
Albert Einstein Unico Plastics Inc 
tr Reviews 
Department Currency * 
+ 
Research & Development - UP INR 
Shared With 
+ 
® Tags Declarations 
Add a tag No. Exemption Sub Category Exemption Category Maximum Exempted Declared Amount 
1 Mutual Funds 80c %1,50,000.00 % 2,00,000.00 2 Edit 
0 0 FOLLOW 2 Mediclaim 80D % 50,000.00 % 30,000.00 é Edit 
Add Row 


The Total Exemption Amount will be exempted from annual taxable earnings of the employee while calculating the tax deductions in Payroll. 
Note: Employees can only submit one Employee Tax Exemption Declaration for a Payroll Period. 

3. Features_ 

3.1 Employee Tax Exemption Category 

Exemptions from taxable salary are usually restricted to spendings on particular categories decided by the Government or regulatory agencies. 
ERP allows you to configure various categories which are allowed to be exempted. Examples of these (for UAE) could be, 80G, 80C, BOCC etc. 


You can configure Employee Tax Exemption Category by going to, Employee Tax and Benefits > Employee Tax Exemption Category 


B > Payroll >» Employee Tax Exemption Category > 80D Q Search or type a command (Ctrl + G) QO Hep» A 


80D «> 6 ~ Ey 


Assigned To 
Max Exemption Amount 
+ 
50,000.00 
@ Attachments 
@ Is Active 
Attach File + 


3.2 Employee Tax Exemption Sub-Category_ 
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Under each category, there could be many heads for which the exemptions are allowed. For example, in UAE, sub categories under 80C could 


be Life Insurance Premium 


You can configure Employee Tax Exemption Category by going to, Employee Tax and Benefits > Employee Tax Exemption Sub-Category 


B > Payroll > Employee Tax Exemption Sub Category > Mutual Funds Q Search or type a command (Ctrl + G) Q Help» A 


Mutual Funds <}[> |fe)[- 


. Assigned To 
Tax Exemption Category * 
+ 
80c 
Attachments 


Max Exemption Amount 
Attach File 


1,50,000.00 


vr Review 


Is Active 
+ 


3.3 HRA Exemption (Regional - UAE) 

For the current fiscal year, in UAE, House Rent Allowance (HRA) exemption from taxable earnings is the minimum of: 
e@ = The actual amount allotted by the employer as the HRA. 
e Actual rent paid less 10% of the basic salary. 


@ 50% of the basic salary, if the employee is staying in a metro city (40% for a non-metro city). 
As part of the Employee Tax Exemption Declaration, employees can also fill out the HRA Exemption. ERP calculates the exemption eligible for 
HRA and exempts it while calculating the taxable earnings. 
Enter the Monthly House Rent and check the 'Rented in Metro City’ checkbox if applicable and submit the form. The Annual and Monthly HRA 
Exemption will be automatically calculated. 


Once the declaration is submitted, you can submit the proof of your tax exemption by clicking on the Submit Proofbutton. 


B Human Resources Employee Tax Exem. Q Settings ~ Help~ 9& B 
HR-TAX-DEC-2019-00002 « submitted <> Menus Cancel 
15,000.00 2 1,08,000.00 


~ Rented in Metro City Mi 


iney Stuotiie 2 9,000.00 


2 30,000.00 


Note: HRA component needs to be configured in Company master under HRA Settings sections for the HRA exemption to work. 


EMPLOYEE TAX EXEMPTION PROOF SUBMISSION 


Employees are required to submit proofs for all the spendings they claim tax exemption for. This can be done through the Employee 
Tax Exemption Proof Submission document 

This is usually done at the end of a Payroll Period, but employees can submit any number of proofs unlike Employee Tax Exemption Declaration. 
Note: Create an Employee Tax Exemption Declaration before creating an Employee Tax Exemption Proof Submission 

To access Employee Tax Exemption Proof Submission, go to: 

Home > Human resources > Employee Tax Exemption Proof Submission 

1. How to create an Employee Tax Exemption Proof Submission_ 


The details are already fetched if you click on ‘Submit Proof’ from Employee Tax Exemption Declaration. However, if you want to create an 


‘Employee Tax Exemption Proof Submission’ manually, follow these steps. 
1. Goto the Employee Tax Exemption Proof Submission list, click on New. 


2. Enter the details as needed. 
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3. Additionally, enter the 'Type of Proof’ (documents, receipts, etc.). 
4. Attach the proofs in by clicking on the Attach button at the bottom. 
5. Enter House Rent Payment Amount, Rented From Date and Rented To Date. 
6. Save and Submit. 
B > Payroll > Employee Tax Exemption Proof Submission > HR-TA Q Search or type a command (Ctri + G) oO Help ~ A 
HR-TAX-PRF-2021-00001 - brat Get Details FromDeciaration << > & ~ FD 
oO 0 FOLLOW 
Tax Exemption Proofs 
You edited thi Ni Sub Categ Exemption Category Maximum Exemptio Type of Proof Actual Amount 
¥ ‘i 1 Life Insurance Premium soc %1,50,000.00 Policy Document 2% 76,000.00 @ Edit 
_ 2 Mutual Funds soc = 150,000.00 Document ? 1,00,000.00 @ Edit 
3 Mediclaim 80D %50,000.00 insurance policy = 20,000.00 @ Edit 
Add Row 
HRA Exemption 
House Rent Payment Amount Monthly House Rent 
3,60,000.00 ® 30,000.00 
Rented in Metro City Monthly Eligible Amount 
Rented From Date %0.00 
01-01-2021 Total Eligible HRA Exemption 
Rented To Date %0.00 
31-12-2021 
Total Actual Amount Total Exemption Amount 
#5,56,000.00 ® 1,70,000.00 


The 7ota/ Exemption Amount will be exempted from annual taxable earnings of the employee while calculating the tax deductions in the last 
payroll. 

Note: Even if employees submit exemption proofs anytime during the payroll period, ERP will only consider this in the last payroll of the Payroll 
Period for adjusting the final taxes based on the proof submitted. If you need to adjust any additional tax collected or consider proof 
submission of employees anytime before the last payroll, while processing Payroll Entry (or in the Salary Slip of the employee) check the Deduct 


Tax For Unsubmitted Tax Exemption Proof option. 


EMPLOYEE OTHER INCOME 


Employee Other Income is a document to declare other income of an employee from different sources. 
Other income of an employee is also important to calculate the income tax liability of an employee. In ERP, an employee can declare their 
other income using this document. 
To access Employee Other Income, go to: 
Home > Human Resources > Employee Tax and Benefits > Employee Other Income 
1. How to create an Employee Other Income_ 
1. Goto: Employee Other Income > New. 
2. Select the Employee and Company. 
Select the Payroll Period. 


Enter the Amount and its Source. 


a FF w 


Save and Submit. 
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B > Payroll > Employee Other Income > HR-INCOME-000002 Q Search or type a command (Ctrl + G) QO Hep» A 


HR-INCOME-000002 - brat: ‘> 6 ~ Gy 


2, Assigned To 
Submit this document to confirm 
+ 


Attachments 


Employee * Company * 
h Fil 

Atech File 7 HR-EMP-00005 Unico Plastics Inc 
y Reviews 

Employee Name Source 
+ Michelle D'souza Capital gains on stock market 

Shared With 
Payroll Period * Amount * 
2021-22 40,000.00 


EMPLOYEE BENEFIT APPLICATION 


Employees are entitled to flexible benefits which they can either receive pro-rata (as part of their Salary) or as a lump-sum amount when they 
claim the benefit. In order to choose from various flexible benefits which an Employee shall receive on a pro-rata basis, the employee should 
create a new Employee Benefit Application. 

To create a new Employee Benefit Application, 


Human Resources > Payroll > Employee Benefit Application > New Employee Benefit Application 


B Human Resources Employee Benefit Ap. Q — HRManager~ Help+ 
John e submitted EBA00001 & Menuy Cancel 
Employee Date 
Comments 
EMP/00003: John 20-06-2018 
Employee Ni yrol 
Assign + 
John 2018-19 
ATTACHMENTS Ma: i Rai 4 
Attach Fill 
penne 2 1,00,000.00 27,000.00 
Remainig Benefits (Yearly Total Amount 
273,000.00 2% 27,000.00 
HA 
+ Earning Component Max Benefit Amount Amount 
1. Mobile & Telephone Reimbursement % 12,000.00 2 12,000.00 
2 Medical 2 15,000.00 2 15,000.00 
HR Manager edited this 


9 days ago 


Here, Employee can view the Max Benefits as per the Salary Structure Assignment and then chose from the Earning Components which are 
part of the employee's assigned Salary Structure. They can also enter the amount which they wish to receive as part of their Salary Slip. 

It is based on the Employee Benefit Application that the Max Benefit Amount will be distributed among the flexible earning components while 
generating the Salary Slip. If an Employee fails to submit the Employee Benefit Application before processing the payroll, the Max Benefit 
Amount eligible to the employee will be distributed proportionately to each of the flexible component present in the Employee's salary 
structure. 

Note: Employees can only submit one Employee Benefit Application for a Payroll Period. 

Employee Benefit Application should cover the full amount which the employee has to receive as per the Max Benefit amount on a pro-rata 
basis. However, if the Salary Structure of the employee consists of Salary Components which are to be paid on Employee Benefit Claim (Salary 
Component with Pay Against Benefit Claim), they are allowed to submit Employee Benefit Application excluding the amount allocated for such 


components. 
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Also, note that those components which are to be received based on Employee Benefit Claims can also be part of the application, but will 


only be disbursed lump-sum, as part of their salary when the Employee submits a claim for it. 
Note: Normal Tax calculation does not include Flexible Benefits as in most cases these are exempted from Tax. To tax these components 


anytime before the last payroll, use Deduct Tax For Unclaimed Employee Benefits in Payroll Entry / Salary Slip while processing the Salary. 


EMPLOYEE BENEFIT CLAIM 


Employee Benefit Claim allows Employees to - 1. Claim flexible benefits which are to be received lump-sum (if Salary Component is Pay 
Against Benefit Claim) 2. Claim tax exemption for flexible benefits received pro-rata, as part of salary when Deduct Tax For Unclaimed 
Employee Benefits is checked in Payroll Entry / Salary Slip 

You can create a new Employee Benefit Claim by going to, 


Human Resources > Payroll > Employee Benefit Claim > New Employee Benefit Claim 


B Human Resources Employee Benefit Cl Q — HRManager~ Help» 
Hatsue Kashiwagi « submittea EBCO0002 & Menu~ Cancel 
g Component 

Comments oO 

EMP/00001: Hatsue Kashiwagi Leave Travel Allowance 

yee Name Max Amo! 

Assign + 

Hatsue Kashiwagi 2 1,00,000.00 

sim Date 
cia ails 29-06-2018 270,000.00 


Attach File + 


/files/travel_and_stay.png 


Here, Employee can view the eligible amount as per their Salary Structure Assignment and claim for the amount which they wish to receive as 
part of their next Salary. Any remaining amount which the employee did not claim for, in a Payroll Period, will be disbursed as part of the last 
payroll Salary. 

Note: Normal Tax calculation does not include Flexible Benefits as in most cases these are exempted from Tax. To tax these components 


anytime before the last payroll, use Deduct Tax For Unclaimed Employee Benefits in Payroll Entry / Salary Slip while processing the Salary. 


APPRAISAL 


A performance appraisal is a method by which the job performance of an employee is documented and evaluated. 
In ERP, you can manage Employee Appraisals by creating an Appraisal Template for each role with the parameters that define the performance 
by giving appropriate weightage to each parameter. 
To access Appraisal, go to: 
Human Resources > Performance > Appraisal 
1. Prerequisites" 
Before creating an Appraisal, make sure you have the following created: 
e Employee 
2. How to create an Appraisal_ 
1. Got to: Appraisal > New. 


2. Select the Appraisal Template. If not created, create an Appraisal Template. Enter the Appraisal Template Name and the Key Result 
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Areas (KRAs) along with the weightage of the same. 


B > HR > Appraisal Template > Consultants 


= Consultants 
@ Attachments @® Appraisal 
Attach File “ 
vr Reviews 
Description 
+ 


we 


To evaluate consultants based on the mentioned KRA's 


& Shared With 


+ 
® Tags 
Add a tag 
Goals 
No. 
te) 0 FOLLOW 
1 
You edited this 
1 week ago 2 
You created this 3 
1 week ago 
Add Row 


KRA 


Demo Sessions 


Query Sessions 


Implementation sessions 


Q Search or type a command (Ctrl + G) 


3. After selecting the Appraisal Template, select the Employee, Start Date and End Date. 


4. Based on the template selected, the KRAs will be fetched in the Goals section. Enter the score (0-5)for each KRA. Based on the 


weightage mentioned, the Score Earned will be calculated for each KRA. 


5. Save and Submit. 


B > HR > Appraisal >» HR-APR-21 


Albert Einstein - submitea 


2, Assigned To 


Appraisal Template * 


+ 
Consultants 
@ Attachments 


For Employee * 
Attach File + 


HR-EMP-00001 


tr Reviews 


For Employee Name 


Goal 


Demo Sessions 


Query Sessions 


Implementation Sessions 


+ 
Albert Einstein 
Shared With 
+ 
Tag Goals 
Add a tag 
Goals 
No 
0-Q0 FOLLOW 1 
2 
You edited this 
1 week ago 
3 
You created this 
1 week ago Add Row 


Total Score (Out of 5) 


3.700 


Status * 


Subm 


Q Search or type a command (Ctri + G} 


ited 


Start Date * 


01-05-2021 


End Dat 


e* 


30-04-2022 


Weightage (%) re (0-5) 
30 3 
20 4 
50 4 


Weightage (%) 


30 @ Edit 
20 @ Edit 
50 @ Edit 


Q Help ~ 


0.900 @ Edit 
0.800 é Edit 
2 2 Edit 


Based on the scores entered for each KRA, the system will calculate the Total Score (out of 5) for the Employee. 


TRAVEL REQUEST 


Employees can request funds for official travel using Travel Request. To create a new Travel Request, go to 


Human Resource > Travel and Expense Claim > Travel Request > New Travel Request 


You can also mention the Travel Itinerary as well as the costs involved for the trip. Employees can also check Travel Advance Required if they 


Cancel 


A 
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Editing Row #1 


Zurich 
rave 
Mumbai 
Mode of Trave 
Flight 
Meal Preference 
Vegetarian 


Travel Advance Required 
Advance Amount 


2000 


ther Details 


recorded. 


1. Prerequisites" 


1. Employee 
2. Department 


a FF Ww 


Save. 


wish to receive any upfront payment form the company. 


EMPLOYEE ADVANCE 


To access Employee Advance, go to: 


Human Resources > Expense Claims > Employee Advance 


3. Chart of Accounts 
2. How to create an Employee Advance_ 


1. Goto: Employee Advance > New. 


Enter the Purpose and Advance Amount. 


Select the Advance Account and Mode of Payment. 


i | Insert Below 


Departure Datetime 
25-10-2018 18:00:00 

Arrival Datetime 
26-07-2018 09:00:00 

Lodging Required 

Preferred Area for Lodging 
Matunga 

Check-in Date 
26-10-2018 

Check-out Date 


28-10-2018 


Employee Advance gets submitted, the accountant releases the payment and makes the Payment Entry. 


2. Select Employee to whom you need to give the advance. 


InsertAbove 


Sometimes employees go outside for company's work and company pays some amount for their expenses in advance. This is when 


the employee can create an Employee Advance form where details such as the Purpose of Expense and Expense Amount can be 


Once the Employee Advance is created by the Employee, the Expense Approver can submit the advance record after verification. After 


MAN ENERGY 
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B > HR > Employee Advance >» HR-EAD-2021-0000 Q Search or type a command (Ctrl + G) QO Hepy A 
HR-EAD-2021-00001 - suvmittea Create: << >» 8 Cancel 
Albert Einstein INR 
Add a tag 
Department Exchange Rate * 
Research & Development - UP 0.014000000 


oO (i) FOLLOW 


Repay unclaimed amount from salary 


You edited thi 


Purpose * Advance Amount * 


Travel @ 5,000.00 


Paid Amount 


#0.00 


Pending Amount 


20.00 


Claimed Amount 


20.00 


Returned Amount 


20.00 


Status Advance Account * 


Unpaid HDFC - UP 


Company * Made of Payment 


Unico Plastics Inc Cash 


Note: The Employee can only Save the Employee Advance but cannot Submit it. It can be only submitted by the Expense Approver. 
2.1 Statuses_ 
These are the statuses that are automatically set for Employee Advance. 
e Draft: A draft is saved but yet to be submitted. 
e@ Paid: Advance has been Paid to the employee and a Payment Entry has been submitted. 
e@ Unpaid: Advance is not paid out to the employee yet. A Payment Entry is not created against the advance. 
@ = Claimed: After the advance is paid, the employee has claimed the entire Paid Amount via Expense Claim. 
e@ Returned: After the advance is paid, the employee has returned the entire Paid Amount and a return entry is submitted via Payment 
Entry/Journal Entry. 
e@ Partly Claimed and Returned: After the advance is paid, the employee has partially claimed the Paid Amount via Expense Claim 
and returned the remaining amount via a submitted Payment Entry/Journal Entry. 
e@ Cancelled: The Advance is cancelled due to any reason. 
3. Features_ 
3.1 Employee Advance Submission_ 
Employee Advance record can be created by any Employee but they cannot submit the record. 


After saving Employee Advance, Employee should Assign document to Approver. On assignment, approving user will also receive email 


notification. To automate email notification, you can also setup Email Alert. 

After verification, the Expense Approver can Submit (Accept) the Employee Advance form or Reject the request. 

3.2 Make Payment Entry_ 

Employee Advance via Payment Entry_ 

After submission of Employee Advance record, accounts user will be able to create a Payment Entry using the ‘Create’ button. 


The Payment Entry will look like following: 
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er) 
yore 


> Accounting Payment Entry Q Settings Help~ 9 [16 | 
HR-EMP-00007 « submitted ACC-PAY-2019-00002 & <> Menur Cancel 
AMOUNT 


Paid Amount (INR) 


% 5,000.00 


REFERENCE 


Payment References 


Type Name Total Amount Outstanding Allocated 
1 Employee Advance HR-EAD-2019-00... 5,000 5,000 5,000 v 
WRITEOFF 
Total Allocated Amount (INR) Unallocated Amount (INR) 
2 5,000.00 20.00 


Difference Amount (INR) 


20.00 
TRANSACTION ID 
Cheque/Reference No Cheque/Reference Date 
Voucher_Test-12345 16-08-2019 


Employee Advance Payment via Journal Entry 


Alternatively, a Journal Entry can also be created against the Employee Advance. 


B Accounting > Journal Entry Q Settings ~ Help~ [16 | 


Editing Row #2 | | Insert Below InsertAbove Duplicate Move 


Account Bank Account No 
Creditors - UP 
Account Balance Party Type 
2 7,900.00 Dr Employee 
Party 


HR-EMP-00001 


ACCOUNTING DIMENSIONS 


AMOUNT 
Debit Credit 


5,000.00 


REFERENCE 

Reference Type Is Advance 
Employee Advance Yes 

Reference Name User Remark 
HR-EAD-2019-00002 


Reference Due Date 


Project 


Note: Make sure the Party Type is selected as Employee and the Reference Type is selected as Employee Advance. 
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B Accounting Journal Entry Q Settings ~ Help» & [16 | 
Cash - UP @ Journal entry ACC-JV-2019-00003 & <> Menur Cancel 
Comments i) View~ Makew 
Assigned To Entry Type Posting Date 
Assign + 
Journal Entry 19-08-2019 
Attachments 
Attach File + Company 
Unico Plastics Inc. 
Tags 
Add a tag 
Reviews Accounting 
+ Account Party Debit Credit 
Shared with 1 Cash-UP 20.00 2 5,000.00 
+ 
2 Creditors - UP HR-EMP-00001 2 5,000.00 20.00 
Total Debi 
2 5,000.00 


al Credit 


2 5,000.00 


Multi Currency 


Employee Advance is Paid_ 
On submission of the Payment Entry/Journal Entry, the paid amount and status will be updated in Employee Advance record. 
3.3 Adjust Advances on Expense Claim_ 
Later when the employee claims the expense, an advance record can be fetched in the Expense Claim and linked to the claim record. 
3.4 Return Amount_ 
When advance is paid to an Employee, there are three situations: 
e@ The amount may be unused 
e All of it may be used 
e@ Some part may be used 


Create the Employee Advance, create a payment entry to indicate that the amount is paid. 


e If amount is unused, click on the Return button to return the paid Advance amount 


B Human Resources Employee Advance Q Settings + Help ~ a 
HR-EAD-2020-000038 « sunmittes &<> = Menuy = Cancel 
Comments ti) Create + 
Assigned To Expense Claim 


Assign + 
Attachments Employee Posting Date 


Attach File + HR-EMP-00005: George Smith 21-01-2020 
Tags Kenn Nu: 

Employee Name 
Add a tag 

George Smith 

Reviews 

Purpose Advance Amount 
Shared With Research and Developement 217,500.00 

Paid Amount 
2 17,500.00 


e If all of the advance is used, it will reflect in the Claimed Amount field 


e If only some amount is claimed and rest is returned, the returned amount will be shown in the ‘Returned Amount' field. 
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° 
B Human Resources Employee Advance Q Settings Helpy & 
HR-EAD-2020-00003 « submittea &<> = Menu~ Cancel 
Reviews Purpose Advance Amount 

ie Research and Developement 2 17,500.00 
Shared With 

Paid Amount 
ag 2 17,500.00 


Due Advance Amount 


20.00 


Claimed Amount 


2 12,500.00 


2 5,000.00 


EXPENSE CLAIM 


Expense Claim is made when employees make expenses out of their pocket on behalf of the company. 

For example, if they take a customer out for lunch, they can make a request for reimbursement via the Expense Claim form. 
To access an Expense Claim, go to: 

Human Resources > Expense Claims > Expense Claim 


1. Prerequisites" 


1. Employee 


2. Department 
3. Chart of Accounts 


2. How to create a Expense Claim_ 


1. Go to: Expense Claim > New. 
2. Select the Employee Name in the 'From Employee’ field. 
3. Select the Expense Approver. 
4. Enter the Expense Date, Expense Claim Type and the Amount. 
5. Additionally, you can also enter the Expense Taxes and Charges. 
6. In Accounting Details, select the Company's Default Payable Account. 
7. Save and Submit. 
B > HR > Expense Claim > new-expense-claim-3 Q Search or type a command (Ctrl + G) fay Help A 
= New Expense Claim - so: savea [ save | 
Series * Expense Approver 
HR-EXP-.YYYY.- - bruce@erpnext.com 
From Employee * Approval Status 
HR-EMP-00005 Approved = 
Employee Name Is Paid 


Michelle D’souza 


Expenses 
No. Expense Date Expense Claim Type Description Amount Sanctioned Amount 
1 01-05-2021 Medical medical expenses 1,000.00 1000 o Edit 
Add Row 
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Set the Employee ID, date, the list of expenses, and corresponding taxes that are to be claimed and “Submit” the record. 


B > HR > Expense Claim > new-expense-claim-3 Q Search or type a command (Ctrl + G) QO Hepy A 
New Expense Claim - so: savec [save | 
Expenses 
No. Expense Date Expense Claim Type Description Amount Sanctioned Amount 
1 01-05-2021 Medical medical expenses % 1,000.00 100000 4 Edit 
Add Row 


Expense Taxes and Charges 


No Account Head Rate Amount Total 
1 CGST-UP 9 % 90.00 %1,090.00 = Edit 
2 IGST - UA, a 18.000 180.00 1,180.00 2 Edit 
Add Row 
Total Sanctioned Amount Grand Total 
@ 1,000.00 1,270.00 
Total Taxes and Charges Total Claimed Amount 
® 270.00 ® 1,000.00 


Expense claim workflow 

Approving Expenses_ 

Approver for the Expense Claim is selected by an Employee himself. Employee can choose from the list of users who are configured as Expense 
Approvers for their Department. 


When a new Expense Claim is created, if the selected expense approver does not have access to it, the document is shared with the approver 


with "submit" permission. 


After saving Expense Claim, Employee should Assign document to Approver. On assignment, approving user will also receive email notification. 


To automate email notification, you can also setup Email Alert 

Expense Claim Approver can update the “Sanctioned Amounts” against Claimed Amount of an Employee. If submitting, Approval Status 
should be submitted to Approved or Rejected. If Approved, then Expense Claim gets submitted. If rejected, then Expense Approver's comments 
can be added in the Comments section explaining why the claim was approved or rejected. 

Booking the Expense_ 


On submission of Expense Claim, system books an expense against the expense account and the employee 


SrNo Posting Date = Account Debit Credit Voucher Type Voucher No Against Account Party Type Party 

1 20-12-2016 Expense Claim - FT 0.000 2,080.000 Expense Claim EXP00001 Travel Expenses -... Employee EMP/0001 
2 20-12-2016 Marketing Expenses - FT 1,200.000 0.000 Expense Claim EXP00001 EMP/0001 

3 20-12-2016 Travel Expenses - FT 890.000 0.000 Expense Claim EXP00001 EMP/0001 

a Totals 2,090.000 2,090.000 


account 


User can view unpaid expense claim using report "Unclaimed Expense Claims" 


Unclaimed Expense Claims Menu~ Refresh 
Sr No Employee Employee Name Expense Claim Sanctioned Amo... Paid Amount Outstanding Amount 
1 EMP/0001 Tom Hagen EXP00001 % 2,090.00 %0.00 % 2,090.00 
2 EMP/0002 Marlon Brando EXP00002 7350.00 %0.00 = 350.00 
3 EMP/0005 Robert Cruise EXP00003 = 600.00 0.00 = 600.00 


Payment for Expense Claim_ 


To make payment against the expense claim, user has to click on Create > Payment. 
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Expense Claim_ 


HR-EXP-2020-00002 £ <)> #£=Menuw Cancel 


+_~ 


Payment Entry_ 


Note: This amount should not be clubbed with Salary because the amount will then be taxable to the Employee. 


Allocate Payment Amount 


Type Name Total Amount Outstanding Allocated 
1 Expense Claim EXP00001 500 500 500 
Add Row 
WRITEOFF 
Total Allocated Amount (USD) Unallocated Amount (USD) 
$500.00 0.00 


Difference Amount (USD) 


Alternatively, a Payment Entry can be made for an employee and all outstanding Expense Claims will be pulled in. 

Accounting > Payment Entry > New Payment Entry 

Set the Payment Type to "Pay", the Party Type to Employee, the Party to the employee being paid and the account being paid from. All 
outstanding expense claims will be pulled in and payments amounts can be allocated to each expense. 


Linking with Task & Project_ 


e To Link Expense Claim with Task or Project specify the Task or the Project while making an Expense Claim 
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B > HR > Expense Claim > new-expense-claim-4 


= New Expense Claim. - so: savea 


Total Sanctioned Amount 


® 270.00 


Posting Date * 


10-05-2021 


Task 


Design new sliding door wardrobe 


TASK-2021-00006 
Design new sliding door wardrobe 


Filters applied for Project = PROJ-0001 
+ Create a new Task 


Q Advanced Search 


Clearance Date 


31-05-2021 


Accounting Dimensions 


Project 


PROJ-0001 


This will update the Project cost with the Expense claim amounts 


Design New Sliding Door Wardrobe «Not saved 


Projects Project 


START AND END DATES 


Estimated Cost 
56,000.00 


Total Costing Amount (via Timesheets) 


Total Expense Claim (v 


ia Expense Claims) 


Company 


GRATUITY 


To access the Gratuity go to: 
Home > Payroll > Gratuity 
1. Prerequisites" 


Before creating an Gratuity, it is advised to create the following: 


Q Search or type a command (Ctrl + G) 


Total Claimed Amount 


@ 270.00 


Remark 


Payable Account * 


Creditors - UP 


Cost Center 


Main - UP 


Q @ wichaet corieone ~ 


Total Billable Amount 


(via Timesheets) 


illed Amount (via Sales Invoices) 


med Material Cost 


Default Cost Center 


This Feature is introduced in Version 13, which will be part of a separate Payroll Module. 
Gratuity is given by the employer to his/her employee for the services rendered by him/her during the period of employment. It is 
usually paid at the time of retirement but can be paid earlier, provided certain conditions are met. 


In ERP you can manage Gratuity Payments of employee, based on different Gratuity Rule which vary from region to region. 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800895 


- 606 - 


MAN ENERGY 


1. Employee 
2. Gratuity Rule 
3. Salary Component 


2. How to create Gratuity 


1. Got to Gratuity > New 


Gratuity rule and relieving date. 
3. Check checkbox Pay via Salary Slip. if you want gratuity payment through Salary Slip. 


4. Save and Submit 


12 minutes ago 
2 12,11,538.30 
You created this Salary Component 


12 minutes ago 


Gratuity payment 


3. Gratuity Payments Methods_ 
In ERP, we allow you to pay the amount via Salary Slip or Payment Entry. 


3.1 Payment via Salary Slip_ 


which will appear on Check. 
Shared With 
+ PAYMENT CONFIGURATION 


Current Work Experience 
W Pay via Salary Slip 


21 


Payroll Date 


Total Amount 


24-12-2020 


2 12,11,538.30 
You edited this 


4 minutes ago 


Salary Component 


Gratuity payment 
You created this 
1 hour ago 


On Submit, it will automatically create Additional Salary with respective Payroll Date and Salary Component. 


2. Select Employee and Gratuity Rule. On selecting it will calculate Current Work Experience and Total Gratuity Amount based on 


B Gratuity Q Settings ~ Help» « & 
HR-GRA-PAY-O00005 e orate &<> Menu 
Assigned To 
Assign + Employee Posting date 
HR-EMP-00003 03-12-2020 

Attachments 
Attach File + Employee Name Status 
Tags Shristi Draft 
Add a tag 

Department Company 
Reviews Sales - F frappe 

“ 

Designation Gratuity Rule 

Shared With Analyst Indian Standard Gratuity Rule 
+ 
PAYMENT CONFIGURATION 
. - Current Work Exp 
Pay via Salary Slip 
21 

Payroll Date 

You edited this 24-12-2020 Total Amount 


To pay the Gratuity amount via Salary Slip you need to check the checkbox Pay via Salary Slip. Select Payroll Date and Salary Component, 


mAN ENERGY - 607 - 
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B 
Additional Salary 


VIEWS 
Reports + 


List Add Filter 
Dashboard 


Kanban ~ Employee 


FILTER BY 
Assigned To + 
Created By ~ 
Add Fields + 


TAGS 
Tags + 


Show Tags 


SAVE FILTER 


Payment via Payment Entry_ 


You edited this 
just now 


You created this 
just now 


Salary - F 
Cash 


Cost Center 


Main - F 


save, and submit. 


Clear Filters 


HR-EMP-00003 


PAYMENT CONFIGURATION 


Pay via Salary Slip 
Payable Account 
Payroll Payable - F 


Expense Account 


Mode of Payment 


After Submitting the record click on the button "Create Payment Entry" 


Reference Document = HR-GR... x 


Status Employee Name Salary Compon. 


@ Submitted Shristi 


you to select Payable Account, Expense Account, and Mode of Payment. 


Current Work Experience 


Total Amount 


2 5,19,230.70 


Paid Amount 


20.00 


Gratuity payment 


Settings ~ 


Menu + 


Last ModifiedOn + 


0-12-00001 


Help + 


Refresh 


now 


To pay the Gratuity amount via Payment Entry you need to make sure that checkbox Pay via Salary Slip is unchecked. After that, it will allow 


which will redirect you to the Payment Entry Form fill in the details, 


" -f 


New 


1of1 
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B Accounting Payment Entry Q Settings ~ Helpy  & 
New Payment Entry 1 © Not saved | save | 
- 
AMOUNT 
Paid Amount (INR) 
5,19,230.70 
REFERENCE 


Get Outstanding Invoice 


Payment References 


Type Name Total Amount Outstanding Allocated 

1 Gratuity HR-GRA-PAY-00006 5,19,230.700 5,19,230.700 5,19,230.700 

Add Row 
WRITEOFF 
Total Allocated Amount (INR) Unallocated Amount (INR) 
2 5,19,230.70 0.00 
Difference Amount (INR) 
20.00 


GRATUITY RULE 


This Feature is introduced in Version 13, which will be part of separate Payroll Module. 
Gratuity Rule are set of rule defined by Central or State used during calculation of Gratuity Amount 
In ERP, you can define different Gratuity Rules based on different Region. 
To access the Gratuity Rule, go to: 
Home > Payroll > Gratuity Rule 
1. Prerequisites" 
Before creating an Gratuity Rule, it is advised to create the following: 
1. Employee 
2. Salary Component 


2. How to create Gratuity Rule_ 

1. Got to Gratuity Rule > New 
Select Applicable Components. These Salary Components contribute during Gratuity Calculation. 
Select "Calculate Gratuity Amount based on" 


Define Gratuity Rule 


OL oP we fe 


Save 
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B Gratuity Rule Q Settingsy Helpy & & 
Rule Under Unlimited Contract on resignatio... ® sot saves <> Menu~ 
Comments 0 Applicable Earnings Component 
Disable 
Assigned To Basic x Arrear x r 
Calculate Gratuity Amount Based On 

Assign + 

Salary comp art of the Salary Structure Sum of all previous slabs Ss 
Attachments 

Work Experience Calculation method 
Attach File + Minimum Year for Gratuity 

Round off Work Experience v 
Tags 4 
Add a tag Total working Days Per Year 
. 365 

Reviews 
Shared With GRATUITY RULES 


Leave From and To 0 f 


© upper and lower limit 


Current Work Experience 


From(Year) To(Year) Fraction of Applicable Earnings 
a o i] oO 
You edited this 2 1 3 0.233 
1 hour ago 
You created this 3 3 5 0.467 
1 month ago 
4 5 oO 0.700 


Add Row 


3. Additional Properties" 
Some of the additional attributes used while gratuity Calculation are define below. 
3.1 Work Experience Calculation method: 
ERP provide two different method for calculation of Work experience. 
1. Round off Work Experience method Round off yor current experience. For example, if employee have total experience of 3 year 
and 6 month will be treated as 4 year experience. 
2. Take Exact Completed Year. 
3.2 Calculate Gratuity Amount Based On:_ 


Let's consider the following example to understand the calculation. 


B Gratuity Rule Q Settings ~ Help~ \* & 
Rule Under Unlimited Contract on re... B<> Menu 
Shared With GRATUITY RULES 


Leave From and To 0 for no upper and lower limit 


Current Work Experience 


From(Year) To(Year) Fraction of Applicable E... 
1 0 1 0 
You edited this 2 | 3 0.233 
50 minutes ago 
You created this 8 . 5 Lhd 
1 month ago 
4 5 0 0.700 


Add Row 


1. Current slab: If Gratuity Amount calculation is based on Current Slab, then amount will be the product of Work Experience (in 
years), Fraction of Applicable Earnings and summation of the Applicable Earnings Components. Based on above Gratuity Rules/slab, 


if an employee has an experience of 5 years, then it falls in third slab. The calculation of Gratuity Amount will be as follows: 


Gratuity amount = 5 * 0.467 * (Arrear + Basic) 
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2. Sum ofall previous slabs: If Gratuity Amount calculation is based on Sum of all previous slabs, then amount will be the summation 


of product of individual slabs up to the year of experience and summation of Applicable Earnings Component. Based on above 
Gratuity Rules/slab, if an employee has an experience of 5 years, then the calculation of Gratuity Amount will be as follows: 


Gratuity amount = [(1 * 0) + (2 * 0.233) + (2 * 0.467)]*(Arrear + Basic) 


LOAN TYPE 


Loans can be categorized into different types based on their specific characteristics. 
In ERP, you can define different Loan Types, their Rate of Interest and other related information in the Loan Type doctype. 
To access Loan Type go to: 
Human Resources > Loans > Loan Type 
1. How to create a Loan Type_ 
1. Goto: Loan Type. 


2. Enter the Loan Name. 


3. Enter the Rate of Interest (%) Yearly. 
4. Optionally, you can also enter the Maximum Loan Amount and Description of the Loan Type. 
5. Save. 

LOAN APPLICATION 


Loan Application is a document which contains the information regarding the Loan Applicant, Loan Type, Repayment Method, Loan 
Amount and Rate of Interest. 

Employee can apply for loan by going to: 

Human Resources > Loan > Loan Application 

1. Prerequisites" 


Before creating a Loan Application, it is advisable to create the following documents: 


e Employee 
e Loan Type 


2. How to create a Loan Application_ 
1. Goto: Loan Application > New. 
2. Enter the Applicant name. 
3. Enter loan information such as a Loan Type, Loan Amount and Required by Date. 
4. Select the Repayment Method and based on loan information, information such as Total Payable Amount and Interest will be 
calculated. 


5. Save and Submit. 


3. Features_ 

3.1 Repayment Method_ 

There are two types of Repayment Methods in Loan Application: 
1. Repay Fixed Amount Per Period_ 


e — Enter the Monthly Payment Amount. 
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e Save. 


in Months. 
e = Submit. 


B Human Resources Loan Application 


HR-EMP-00007 ¢ submittea 


Repayment Method 


Repay Fixed Amount per Period 


Rate of Interest 


10% 


Total Payable Interest 


2 510.00 


2. Repay Over Number Of Periods_ 


e Save. 


Monthly Repayment Amount. 


@ = Submit. 


B Human Resources Loan Application 


HR-EMP-00002 ¢ submittea 


REPAYMENT INFO 
Repayment Method 


Repay Over Number of Periods 


Total Payable Interest 


2% 463.00 


LOAN 


the Loan. 
To access Loan, go to: 
Human Resources > Loans > Loan 


1. Prerequisites" 


e Loan Type 
e Loan Application 


e Chart of Accounts 


2. How to create a Loan record_ 


1. Goto: Loan > New. 


@ Once saved, based on the Rate of Interest, the Total Payable Interest and Total Payable Amount will be calculated along with Period 


e — Enter the Repayment Period in Months. 


@ Once saved, based on the Rate of Interest, the Total Payable Interest and Total Payable Amount will be calculated along with 


Once the Loan Application is approved by the manager, a Loan record and repayment schedule can be created for the Applicant using 


Before creating a Loan record, it is necessary that you create the following documents: 


Q Settings ~ Help~ 


ACC-LOAP-2019-00001 & < > Menu + Cancel 


Monthly Repayment Amount 


2 10,000.00 


Repayment Period in Months 


4 
Total Payable 
2 30,510.00 


Q Settings > Help~ 


ACC-LOAP-2019-00002 & < > Menu + Cancel 


Monthly Repayment Amount 


2 1,047.00 
Repayment Period in Months 
10 


Total Payable Amount 


2 10,463.00 
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2. Select the Applicant name. 


3. Select the Loan Application. Once selected, loan information such as Loan Type, Loan Amount, Rate of Interest, Repayment Method, 


Repayment Period in Months and Monthly Repayment Amount will be fetched. 


4. Enter Repayment Start Date. 


B Human Resources Loan 


ACC-LOAN-2019-00001 ¢ submittea 


Q Settings + Help ~ 


&<> = Menu~ 


Applicant Type Posting Date 
Shared With Employee 22-08-2019 
+ 
Applicant Company 


HR-EMP-00001 


Applicant Name 


You edited this George Smith 


a few seconds ago 
Loan Application 
You created this 
18 hours ago ACC-LOAP-2019-00001 


Loan Type 


Medical 


LOAN DETAILS 
Loan Amount 
2 30,000.00 
Rate of Interest (%) / Year 


10% 


Repayment Start Date 


01-09-2019 


5. — Enter Account Information such as Mode of Payment, Payment Account, Loan Account and Interest Income Account. 


6. Save. Once saved, a Repayment Schedule is automatically generated. The first repayment payment date would be set as per the 


"Repayment Start Date". The 


B Human Resources Loan 


ACC-LOAN-2019-00001 ¢ submittea 


ACCOUNT INFO 
Mode of Payment 


Cheque 


Payment Account 


HDFC - UP 


REPAYMENT SCHEDULE 


Repayment Schedule 


Unico Plastics Inc. 


Status 


Sanctioned 


Repay from Salary 


Repayment Method 


Repay Fixed Amount per Period 


Repayment Period in Months 


4 


Monthly Repayment Amount 


2 10,000.00 


lod Settings > Help~ 9 


&<> = Menu~ 


Loan Account 


Loan - UP 


Interest Income Account 


Interest - UP 


Payment Date Principal Amount Interest Amount Total Payment _Balance Loan Amo.. 
1 01-09-2019 % 9,750.00 = 250.00 = 10,000.00 = 20,250.00 
2 01-10-2019 % 9,831.00 % 169.00 % 10,000.00 % 10,419.00 
3 01-11-2019 = 9,913.00 = 87.00 2 10,000.00 2 506.00 
4 01-12-2019 2% 506.00 24.00 = 510.00 = 0.00 


TOTALS 
Total Payment 


2 30,510.00 


Total Interest Payable 


2 510.00 


Total Amount Paid 


20.00 


Note: Check "Repay from Salary" if the loan repayment will be deducted from the salary 


You can alternatively create a Loan record directly from Loan Application 
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3. Features_ 
3.1 Creation of Disbursement Entry 
After submitting the Loan document, if the status is "Sanctioned", you can click on "Create Disbursement Entry" to create a Journal Entry of 


the Loan. 
B Accounting Journal Entry Q Settings ~ Help~ 


Loan - UP e Bank entry 


ACC-JV-2019-00005 & < > Menu + Cancel 


Assigned To Entry Type Posting Date 
Assign + 
Bank Entry 22-08-2019 
Attachments 
Attach File + Company 
Unico Plastics Inc. 
Tags 
Add a tag 
Reviews Accounting Entries 
+ Account Party Debit Credit 
Shared with 1 Loan- UP HR-EMP-00002 2 10,000.00 20.00 
+ 
2 HDFC - UP 20.00 2 10,000.00 
Reference Number Total Debit 
‘Vou edited|thts 1234567890 2 10,000.00 


18 hours ago 


You created this Reference Date Total Credit 


18 hours ago 


01-09-2019 210,000.00 


User Remark Multi Currency 


Against Loan: ACC-LOAN-2019-00002 


3.2 Loan repayment deduction from Salary_ 


To auto deduct the Loan repayment from Salary, check "Repay from Salary" in Loan. It will appear as Loan Repayment in Salary Slip. 


3.3 Extending the Loan_ 
Loan amount is deducted from the salary. If the employee is on leave without pay for some period, the existing loan can be extended without 


the need for creating a new loan. This can be done be editing the Repayment Schedule table even after submitting the loan. 
B Human Resources Loan Q Settings > Help~ 9% s 


ACC-LOAN-2020-00001 e submittea 


&<> = Menuy = Cancel 


Comments 0 DASHBOARD 
Assigned To 
Applicant Account 
Assign + 
Loan Application + Journal Entry 1 + 
Attachments 
Attach File + Employee 
Tags Salary Slip + 
Add a tag 
hk 
Reviews Applicant Type Posting Date 
+ Employee 14-01-2020 
Shared With Applicant Company 
+ HR-EMP-00024 Unico Plastics Inc. 
Applicant Name Status 
Simran Disbursed 
Reema Mehta edited this Loan Type Y Repay from Salary 
7 days ago House 


Danma Mahta nenatad thie 
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FLEET MANAGEMENT 


Fleet Management section of Human Resources helps your Organization manage their fleet of vehicles and track their expenses. 


To use Fleet Management in ERP, you can do the following: 


1. Set Up a Vehicle. 

2. — Enter Vehicle Logs regularly. 

3. Make Expense Claims for Vehicle Expenses. 

4. View Reports for Vehicle Expenses. 
VEHICLE 


The Vehicle document allows you to define the different types of Vehicles in your Organization. It acts as the Vehicle Master for Fleet 
Management. 
To access the Vehicle master, go to: 
Human Resources > Fleet Management > Vehicle 
1. How to create a Vehicle document_ 
1. Go to Vehicle list, click on New. 
2 Enter information such as License Plate, Make (Brand) and Model. 
3. Enter Odometer value (Last). 
4. — Enter other additional details such as Fuel Type ad Fuel UOM. 
5. Save. 


New Vehicle 


License Plate * 


MHO1AB0786, 


Make * 


Odometer Value (Last) * 


5000 


Fuel Type * 


Petrol 


Fuel UOM * 


Litre 


2 Edit in full page 


2. Features_ 

Apart from the aforementioned mandatory features, some additional features that can be captured in the Vehicle master are as follows: 

2.1 Additional Vehicle Details_ 

Additional Vehicle details such as Chassis No., Acquisition Date, Vehicle Value (Amount), Location, Employee managing the Vehicle and 


Insurance details can be captured in the Vehicle master. 
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By > rR > vehicle » mHo1aBo7as 


= MHO1AB0786 


You edited this 
just now Make * 


Maruti 


Details 


Odometer Value (Last) * 


5000 


Acquisition Date 


01-02-2021 


Location 


Mumbai 


Insurance Details 


insurance Company 


Bharat Insurance Co.Ltd 


Policy No 


1234567 


2.2 Vehicle Attributes" 


EB > ti > vehicle > mHorABo786 


= MHO1AB0786 - Nor saven 


Additional Details 


Fuel Type * 


Petrol 


Fuel UOM * 


Litre 


Last Carbon Check 


01-05-2021 


VEHICLE LOG 


To access Vehicle Log, go to: 
Human Resources > Fleet Management > Vehicle Log 


1. Prerequisites" 


e  =6Vehicle 
2. How to create a Vehicle Log_ 
Go to Vehicle Log list, click on New. 


Select License Plate and Employee. 


Pe AG RO GES 


Q Search or type a command (Ctrl + G) fay Help ~ A 


Model * 


Xvi 


Chassis No 


12345678AABC 
Vehicle Value 
5,00,000.00 


Employee 


HR-EMP-00003 


Start Date 


01-02-2021 


End Date 


01-02-2022 


Additionally, Vehicle attributes like Color, Wheels, Door, Last Carbon Check, Fuel Type and UOM can be saved in the Vehicle master. 


Q Search or type a command (Ctrl + G) fay Help A 


(> s- = 


Color 


Grey 


Wheels 


Doors 


Vehicle Log is used to enter Odometer readings, Fuel Expenses and Service Expense details. 


Before creating a Vehicle Log, it is necessary that you create the following documents: 


Enter Odometer Reading information such as Date and Odometer (reading). 


Enter Refueling Details [optional] such as Fuel Qty, Fuel Price, Supplier and Invoice Ref. 
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B Human Resources Vehicle Log Q Settings + Help~ 81] 
HR-VLOG-2019-00001 « submitte &<> = Menu~ Cancel 
Assigned To License Plate Model 
Assign + 
MHO1AB0786 Maruti 
Attachments 
Attach File + Employee Make 
HR-EMP-00002 XVI 
Tags 
Add a tag 
Reviews ODOMETER READING 
+ 
Date 
Shared With 23-08-2019 
Odometer 
5000 


You edited this REFUELLING DETAILS 


a few seconds ago 


Fuel Qty Supplier 
You created this a 
pee J 5 Scott Ties 
12 minutes ago 

Fuel Price 


250.00 


5. Additionally, Vehicle Service Details can also be added as shown (optional). 


B Human Resources Vehicle Log Q Settings ~ Help~ [a1] 


HR-VLOG-2019-000071 « submitted &<> = Menu~ Cancel 


SERVICE DETAILS 


Service Detail 


Service Item Type Frequency Expense 
1 Oil Change Inspection Mileage 2 500.00 
2 ~ Wheels Change Half Yearly = 1,500.00 


6. Save. Once the information is saved, the Model and Make values will be automatically fetched. 
3. Features_ 
Fleet Management in ERP allows you to automatically create an Expense Claim against your Vehicle Expenses. 
3.1 Make Expense Claim against Vehicle Expenses _ 


Click on Make Expense Claim button. This button appears only in case of Submitted Vehicle Logs. 


= | > HR > Vehicle Log >» HR-VLOG-2021-00001 Q Search or type a command (Ctrl + G) QO | Hepy =A 


= HR-VLOG-2021-00001 - suomittea 


Cancel 


& Assigned To 


License Plate * Model 
+ 
MHO1AB0786 xvl 
@ Attachments 
Employee * Make 
Attach File + 
HR-EMP-00003 Maruti 
tr Reviews 
+ 
& Shared With Odometer Reading 
a Date * last Odometer Value * 
© Tags 01-05-2021 5000 
Add a tag 
Current Odometer value * 
5000 
O- t) FOLLOW 


When you click on 'Make Expense Claim’, 
1. The Date, Employee, Expense total are fetched over to the created Expense Claim. 


2. The sum of Fuel Expenses and Service Expenses is calculated and fetched over to Expense Claim Amount. 


ial Y P.O.Box 128448, Dubai, United Arab Emirates 
mAN ENERGY -617- man.energy 800696 


3. Employee can submit the Expense Claim for further processing. 


(> Humanresources > Expense Claim Q Settings~ Help~ EJ 
Michelle Alva e submittea HR-EXP-2019-00003 & <> Menu~ Cancel 
Reviews From Employee Expense Approve: 
HR-EMP-00002: Michelle Alva jane@example.com 
Shared With Employee Name Approval Statu: 
Michelle Alva Approved 
Exp 
y Expense Date Expense Claim Type Description Amount Sanctioned Amount 
‘ou 
in a few seconc 
1 23-08-2019 Vehicle 2 2,050.00 = 0.00 
You create 
Total Sanctioned Amount 3rand Tot 
20.00 20.00 
Total Taxes and Charge: Total Claimed Amount 
20.00 2 2,050.00 
ota a Total Amount Reimbu' 
20.00 20.00 
Posting Date 
23-08-2019 Expense Claim for Vehicle Log HR-VLOG-2019-00001 


Vehicle Log 


HR-VLOG-2019-00001 


HUMAN RESOURCE SETUP 


The HR module has a setup process where you create the masters for all the major activities. 
Organization Setup_ 
To setup your Employee master you must first create: 

e@ — Employment Type (like Permanent, Temp, Contractor, Intern etc). 

e Branch (if there are multiple offices). 

e@ Department (if any, like Accounting, Sales etc). 

e Designation (CEO, Sales Manager etc). 


e Grade (A, B, C etc, usually based on seniority). 


Check Setup for more details on each of masters, global HR Settings and other configurations. 

Leave Setup_ 

To setup Leaves, create: 
e@ Leave Type (like Sick Leave, Travel Leave etc) 
e Holiday List (list of annual holidays for the year - these days will not be considered in Leave Applications) 
e Leave Policy to effectively track and manage Employee leaves across the company 


You can read Leaves for a detailed description about how you can configure and manage Leaves. 


Payroll (Salary) Setup_ 
In ERP, salaries have two types of components, earnings (basic salary, expenses paid by the company, like telephone bill, travel allowance 
etc) and deductions (amounts deducted for taxes, social security etc). You can create and assign salary structures to employees and ERP 


simplifies most of the payroll processing for you. 
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Read more about setting up your payroll and how ERP simplifies payroll processing in Salary and Payroll. 


If you intend to configure ERP to calculate Income Tax deductions automatically based on multiple Salary Slabs, Setting Up Income Tax 


Deduction will help you understand how you can set this up properly. 

Recruitment_ 

It is important for enterprises to plan their manpower recruitment for future periods. ERP allows you to define recruitment plans at group 
company level. Subsidiary companies can create and publish job openings based on the group company plans, making it easy to manage 
your hiring process. To understand how you can set this up, check Staffing Plan 

If you have an active Staffing Plan, every time you create a new Job Opening ERP will validate the open positions and current employment 


count with the Staffing Plan. 


HR SETTINGS 


HR Settings allow global settings for HR-related documents. 
To access HR Settings, go to: 

Home > Human Resources > Settings > HR Settings 

There are various settings available in the HR Settings. 

1. Employee Settings" 


| = | > HR > HR Settings Q Search or type a command (Ctrl + G) QO | Hep» A 


HR Settings 7 


©, Assigned To 


Employee Settings 


Retirement Age Stop Birthday Reminders 
Attachments 
yee birthday re if 


60 Don't send emp! 


Attach File + 
tag years Expense Approver Mandatory In Expense Claim 
Revi 
Employee Records to be created by 
+ 
v Naming Series 
Employee Number 
Shared With Full Name 
Leave Settings ~ 
0 0 FOLL 


1.1. Retirement Age:_ 
You can enter the retirement age (in years) for your employees. 
1.2 Employee Records to be created by_ 
The naming for employee documents is based on the value selected in this field. 
e@ Naming Series: The employee documents created will be named using the naming series selected in the ‘Series’ field. 
@ Employee Number: The Employee Number field becomes visible in selecting this field, and the naming of the employee document 
happens based on this field. 
e@ Full Name: The employee document is named using the full name of the employee. 
1.3 Stop Birthday Reminders_ 
An email is sent to all the employees of the company when an employee has a birthday. To stop this email from being sent you can check this 
option. 
1.4 Expense Approver Mandatory In Expense Claim_ 
In Expense Claim Document the ‘Expense Approver' field is set to mandatory on checking this option. 
Payroll Settings will be part of HR Settings till version 12. In version 13, Payroll Settings will be part of the new module, Payroll. 


2. Payroll Settings 
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B Human Resources Q Settings + Helpy ( & 


HR Settings «Net saved Menu | save | 


Shared With 


Leave v 0.500 


Email Salary Slip to Employee 
0.000 


Include holidays in Total no. of Working Days 
You edited f k t N ys, and t Encrypt Salary Slips in Emails 
. t i tot 


cr : Disable Rounded Total 


{first_name}{date_of_birth.year} 


Example: SAL-(f jat 


2.1 Calculate Payroll Working Days Based On_ 

Working Days in Salary Slip can be calculated based on Leave Application or Attendance records. You can select the option based on what 
you want to calculate working days. 

2.2 Max working hours against Timesheet_ 

For salary slips based on the timesheet, you can set the maximum allowed hours against a single timesheet. Set this value to zero to disable 
this validation. 

2.3 Include holidays in Total no. of Working Days_ 

If checked, the total number of working days will include holidays, and this will reduce the value of salary per day. 

2.4 Disable Rounded Total_ 

You can enable this to disable rounding off the total amount in salary slips. 

2.5 Daily Wages Fraction for Half Day_ 

Based on this fraction, the salary for Half Day will be calculated. For example, if the value is set as 0.75, the three-fourth salary will be given 
for half-day attendance. 

2.6 Email Salary Slip to Employee_ 

An email with the salary slip is sent to the respective employee's preferred email address on submission of the salary slip. 

2.7 Encrypt Salary Slips in Emails" 

The salary slip PDF sent to the employee is encrypted using the mentioned Password Policy. 

2.8 Password Policy_ 

This field becomes visible and mandatory on checking the above option for encrypting the salary slip in email. 

Here is an example of how to set a Password Policy for the salary slip PDF. 

Example: 

SAL-ffirst_name}-{date_of_birth.year} 

This will generate a password like SAL-Jane-1972 


3. Leave Settings 
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B > HR > HR Setting Q Search or type a command (Ctrl + G) OQ Help» A 


HR Settings os 


Leave Settings ~ 


Send Leave Notification Leave Approver Mandatory In Leave Application 
You ‘ Leave Approval Notification Template * Show Leaves Of All Department Members In Calendar 
: Leave Approval Notification Auto Leave Encashment 
You 
1 month ag Leave Status Notification Template * Restrict Backdated Leave Application 


Leave Status Notification Automatically Allocate Leaves Based On Leave Policy 


Hiring Settings ~ 


Check Vacancies On Job Offer Creation 


3.1 Leave Approval Notification Template_ 

On creating or updating a leave application with a leave approver, an email is sent to this leave approver notifying about the new leave 
application. The email template used for this purpose can be selected here. 

3.2 Leave Status Notification Template_ 

On Submission/Cancellation of a leave application, the employee receives an email with the updated status of their leave application. The 
email template used for this purpose can be selected here. 

3.3 Leave Approver Mandatory In Leave Application_ 

In Leave Application document the ‘Leave Approver' field is set to mandatory on checking this option. 

3.4 Show Leaves Of All Department Members In Calendar_ 

The approved leaves of all employees in the same department are shown in the calendar view on checking this option. 

3.5 Auto Leave Encashment_ 

f checked, the system generates a draft Leave Encashment record on the expiry of the leave allocation for all encashable Leave Types. 

3.6 Restrict Backdated Leave Application_ 

f checked, the system will not allow making a backdated leave application. 

ntroduced in version 13 


3.7 Automatic Allocate Leaves Based On Leave Policy 


f checked, leaves will be granted to the employees automatically based on the Effective From date as per the present Leave Policy Assignment. 
4. Hiring Settings 

4.1 Check Vacancies On Job Offer Creation_ 

On the creation of a job offer for a particular position, vacancies present in the staffing plan for that position are checked to warn the user 


from over hiring for a particular position. 


DAILY WORK SUMMARY GROUP 


In order to facilitate daily reporting of employees, you can configure ERP to request employees to send their work summaries through 
email. Daily Work Summary is an automated way of getting the daily work reporting of employees in an organization. 

To configure a new Daily Work Summary Group, go to: 

Human Resources > Settings > Daily Work Summary Group 

You can set multiple groups with different set of ‘Users’ from your user list with different ‘Send Emails At’ time and with separate ‘Holiday List’ 
for each. 


You can also choose to customize the ‘Message’ you send to users. 
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1. Prerequisites" 
Before creating a Daily Work Summary Group, it is necessary you create the following: 
e@ Email Account 
2. How to create a Daily Work Summary Group_ 
1. Go to: Daily Work Summary Group > New. 
Enter the name of the Daily Work Summary Group. 
Enter the User's names in the ‘Users’ table. 
Set the 'Send Emails At' time. This is the time the Daily Work Summary email will be sent. 


2 
3 
4 
5. Select Holiday List (optional). On these days, the Daily Work Summary email won't be sent. 
6 In the Reminder section, enter the mail Subject and type in the Message. 

7 


Save. 
1. If no Holiday List is selected, then the email will be sent every day. 


2. Name of the "Daily Work Summary Group" will be sent as the title for daily summary email. 


3. Mail will not be sent to the users of a disabled Daily Work Summary Group. 


HUMAN RESOURCES REPORTS 


1. Employee Leave Balance_ 


B > HR Q Search or type a command (Ctrl + G) a Helpy A 
Employee Leave Balance CreateCard  SetChart CG 
01-09-2020 31-03-2022 Frappe 
Leave Type Employee Employee... Opening Balance Leave Allocated —_ Leave Taken Leave Expired Closing Balance 


1 > Casual Leave 
21> Compensatory Off 
41> Leave Without Pay 
61 > Privilege Leave 


81 v Sick Leave 


82 OliviaHouse 0 0 t) ty) ° 
83 Robert House 0 ° C) t) t) 
84 Ram 0 0 0) () 0 
85 Test Emp 0 0 t) t) 0 
86 Jennifer Co... 0 10 t) 10 t) 
87 Ananya B 0) 0 Cy) 0 0 
88 test duplica.. 0 0 i) i) 0 
89 Edward Jon... 0 0 0) t) C) 
90 Isha Joshi 0 0 0) () 0 
91 Floyd Miles 0 0 0 0 0) 
92 Amy Parsons 0 0) 0) t) 0) 
a9 Tanisha Ra a i) a 0 a 


2. Salary Register_ 


Salary Register shows net pay and its components of employee(s) at a glance. 
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B > Payroll 


Salary Register 
01-05-2021 07-12-2021 INR 
Employee Employee Name Dateo.. Bu. Di. Designation | Company 
-00..._ HR-EMP-0000... Robert House 2020-0... Frappe 
-00.... HR-EMP-0009... Ananya B 2016-0... Frappe 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


3. Monthly Attendance Sheet_ 


shift-wise attendance for each employee. 


B > rr 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) 


summarized view: 


Employee 


Start D... End Da... 
2021-0... 2021-0... 
2021-1... 2021-1... 


Feb . 2022 $ Employee Frappe 
|Present-P |Absent-A |HalfDay-HD | Work FromHome-WFH |OnLeave-L_ | Holiday-H 
3 
2 
1 
° 
@ Absent @ Present ® Leave 
Employee Employee Na... Shift 1Tue  2Wed 3Thu = 4Fri 5 Sa 
1 HR-EMP-00001:1... Isha Joshi Day A A A A wo 
2 Evening P wo 
3 HR-EMP-00002:... Robert House Day A A A A wo 
4 HR-EMP-00007:... Anne Frank Pp Pp Pp Pp wo 
5 HR-EMP-00015:... David Miller Evening A wo 
6 HR-EMP-00097:... Test Emp wo 


it 6 Sun 


wo 


wo 


wo 


wo 


wo 


wo 


Q Search or type a command (Ctrl + G) 


Q Search or type a command (Ctrl + G) 


| Weekly Off - WO 


7 Mon 


HD 


Create Card 


Frappe 

bw Payment Days 
0.000 1.000 
0.000 20.000 
0.000 21.000 


Monthly Attendance Sheet shows you the employee-wise attendance status. If you assign shifts to employees, this sheet will also show you 


sroup By 


8Tue 9Wed 10T... 
A A A 
A A A 
Pp Pp P 


If you do not want to see day-wise attendance, and get a summarized view of total absent, present, leave days, etc. you can switch to the 


ray Help v A 


SetChart CG 
Submitted : 
Basic Professional ... 
2 20,000.00 2% 4,600.00 
2 28,571.43 
= 48,571.43 % 4,600.00 


Execution Time: 0.005939 sec 


Q 


Help v A 


Summarized View 


NF ri 12 Sat 13S... 

A wo wo 
wo wo 

A wo wo 

P wo wo 
wo wo 
wo wo 


Execution Time: 0.036916 sec 
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B > rr 


Monthly Attendance Sheet 


For comparison, use >5, <10 or =324, For ranges, use 5:10 (for values between 5 & 10) 


This will show you: 


e Total Present Days 

e Total Absent Days 

e =: Total Leave Days 

e Total Holidays 

e =Total Unmarked Days 


e@ Number of leaves taken per leave type 


e = Total Late Entries 


e Total Early Exits 


4. Vehicle Expenses Report_ 


month-wise. 


Bor 


= see : pe ees a z 

3 

2 

1 

° 

@ Absent ®@ Present ® Leave 
Employee Employee Na... Total Present Total Leaves Total Absent Total Holidays Unmarked Days Casual Leave Husband's D... Earned Leave... 

1 HR-EMP-00001:1... Isha Joshi 3.500 0.500 13.500 8.000 5.000 0.000 0.000 0.000 
2  HR-EMP-00002:... Robert House 0.000 0.000 15.000 8.000 5.000 0.000 0.000 0.000 
3  HR-EMP-00007:,., Anne Frank 14,000 1,000 0,000 8.000 5,000 0,000 0,000 0,000 
4  HR-EMP-00015:... David Miller 0.000 0.000 1,000 8.000 19.000 0.000 0.000 0.000 
5 HR-EMP-00097:... Test Emp 0.500 0.500 0.500 8.000 19.000 0.500 0,000 0,000 


You can also view the report grouped by Department, Branch, Designation, or Employee Grade. 


To track and monitor Vehicle Expenses you can use the Vehicle Expenses report. This report gives a one-stop view of all your Vehicle Expenses 


Q Search or type a command (Ctrl + G) a Help v A 


Create Card SetChart Add CharttoDashboard © 


Execution Time: 0.160243 sec 


Q Search or type a command (Ctrl + G) Q Helpy =A 


Vehicle Expenses Create Card Set Chart Add Chart to Dashboard 9G 
Date Range 01-03-2021 18-05-2021 Vehicle Emp 
60K 
40k 
20K 
o 
Mar 2021 ‘Apr 2021 May 2021 
@ Fuel Expenses @ Service Expenses 
Vehicle Make Model Location Vehicle Log Odometer Val... Date Fuel Qty Fuel Price Fuel Expense Service Expense 
1 MH-0013-117 WagonR TZ HR-VLOG-2... 5000 13-05-2021 5.000 50.000 % 250.00 2 2,000.¢ 
2 MH-0013-117 WagonR TZ HR-VLOG: 5500 16-05-2021 100.000 500.000 % 50,000.00 %500.C 
Total 10500 105.000 550.000 % 50,250.00 = 2,500.0 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.0153 see 
P.O.Box 128448, Dubai, United Arab Emirates = 
624 - MAN ENERGY 


man.energy 800895 


5. Employee Exits 
Introduced in Version 14 
This report gives a summary of Employee Exits: 
e@ Employee Details: Employee, Reports to, Date of Joining, Relieving Date, Department, Designation 
e Exit Interview 
e Interview Status (Pending/Scheduled/Completed) 
e Final Decision (Employee Retained/Exit Confirmed) 
e Full and Final Statement 
This report also provides extra filters for: 
e Interview Pending 
@ ~~ Questionnaire Pending 
@ — FnF Pending 
Users can set up auto email reports on the above filters to make pending exit tracking easier. 
B > HR Q Search or type a command (Ctrl + G) ray Helpy A 
Employee Exits Create Card © SetChart Add Chartto Dashboard CG 
07-12-2020 31-12-2021 mpany epartr 
Interviev = F ) Exit Interview Pending Exit Questionnaire Pending FnF Pending 
Total Resignations Pending Interviews Pending FnF Pending Questionnaires 
4 1 3 3 
®@ Retained ®@ Exit Confirmed @ Decision Pending 
1 2 1 
Employee Employee Name Date of Joining _—Relieving Date Exit Interview Interview Status Final Decision Full and Final Statement Departm: 
1 HR-EMP-00096: An... Ananya B 01-01-2016 31-10-2021 HR-EXIT-INT-00001 Completed Exit Confirmed HR-FNF-2021-00003 Research 
2  HR-EMP-00004: Je... Jennifer Cooper 23-03-2021 03-12-2021 HR-EXIT-INT-00002 Scheduled Employee Retained 
2 HR-FMP-00097: Te. Test Fmn 18-02-2015 29-12-2071 
6. Employee Birthday_ 
Employee Birthday Report shows month-wise birthdays of your Employees. 
B > HR Q Search or type a command (Ctrl + G) a Helpy =A 
Employee Birthday CreateCard  SetChart CG 
Dec $ Frappe 
Employee Name Date of Bi... Branch — Department Designation Ge... Company 
1 HR-EMP-00001 Isha Joshi 08-12-1998 Research & De. CEO Female Frappe 
2 HR-EMP-00002 ‘Robert House 27-12-1994 Marketer Male Frappe 
3 HR-EMP-00003 | Olivia House 01-12-1990 VP Sales Female Frappe 
4  HR-EMP-00006 = Agatha 08-12-1998 Engineer Female Frappe 
5 HR-EMP-00007 = Anne Frank 21-12-1998 Engineering Le... Female Frappe 
6 HR-EMP-00008 Tanisha Ramani 08-12-1998 Research & De. Engineering Le... Female Frappe 
7. Employee working on a holiday_ 
Employee Holiday Attendance shows the list of Employees who attended on Holidays. 
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|= | > HR Q Search or type a command (Ctrl + G) QO Hepy A 
Employees working on a holiday CreateCard  SetChart CG 
01-01-2021 31-12-2021 toll 

Employee Name Date Status Holiday 
1 HR-EMP-00006 = Agatha 28-03-2021 OnLea... Sunday 
2 HR-EMP-00006 = Agatha 03-04-2021 OnLea.. Saturday 
3 HR-EMP-00006_ Agatha 04-04-2021 OnLea.. Sunday 
4 HR-EMP-00001 Isha Joshi 01-08-2021 Present Sunday 
5 HR-EMP-00001 Isha Joshi 07-08-2021 Present Saturday 
6 HR-EMP-00001 Isha Joshi 08-08-2021 Present Sunday 
7 HR-EMP-00001 Isha Joshi 14-08-2021 Present Saturday 
8 HR-EMP-00001 Isha Joshi 15-08-2021 Present Sunday 
g HR-EMP-00001 _ Isha Joshi 21-08-2021 Absent Saturday 
10 HR-EMP-00001 Isha Joshi 22-08-2021 Absent Sunday 
11. HR-EMP-00001 Isha Joshi 28-08-2021 Absent Saturday 
12 HR-EMP-00001 _ Isha Joshi 29-08-2021 Absent Sunday 
13 HR-EMP-00096 AnanyaB 01-08-2021 Present Sunday 
14 HR-EMP-00096 AnanyaB 07-08-2021 Present Saturday 
15 HR-EMP-00096 AnanyaB 08-08-2021 Present Sunday 
16 HR-EMP-00096 AnanyaB 14-08-2021 Present Saturday 
47 HR-FMP-NNNAR = AnanvaR 15-M8-2N21 Present — Stndav 


8. Bank Remittance Report_ 
This report helps you to track bank transactions of payroll entries between companie(s) and employees. It shows the transaction between the 


bank accounts of the Company and the Employee with the Payment Date. 


Frappe 
Payroll Number Debit A/C Number Payment Date Employee Name Employee A/C Number Bank Code Currency Net Salary Amoun 
1 HR-PRUN-2019-00001 25-03-2019 HR-EMP-00001: Anurag Mishra 1234567890123 GHATOOO001 = 10,00,00,000.0 
2 HR-PRUN-2019-00001 25-03-2019 HR-EMP-00002: Anurag Pandey 9876543210987 GHATO00001 INR % 10,00,00,000.0 
3 HR-PRUN-2019-00002 25-03-2019 HR-EMP-00001: Anurag Mishra 1234567890123 GHATOOOO01 INR 2 10,00,00,000.0 
4 _HR-PRUN-2019-00002 25-03-2019 HR-EMP-00002: Anurag Pandey 9876543210987 GHATO00001 INR = 10,00,00,000.0 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.1 sec 


9. Loan Repayment Report_ 
Loan Repayment Report allows you to keep a track of loans by showing the loan amount, interest, payable amount, and EMI. It also shows the 


paid and outstanding amount. 


SETTING EMPLOYEE-WISE LEAVE APPROVER 


Use Case: Need to set up one Leave Approver per Employee. 
Steps: 
1) Go to the Employee's master. 


2) In "Attendance and Leave Details" section, select the Leave Approver for that particular Employee. 
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B Human Resources Employee 
Michelle Alva « Active 


JOINING DETAILS 


DEPARTMENT AND GRADE 
Department 


Marketing - BB 


Designation 


Reports to 


HR-EMP-00005 


ATTENDANCE AND LEAVE DETAILS 
Leave Policy 


HR-LPOL-2020-00001 


Attendance Device ID (Biometric/RF tag ID) 


B Human Resources Leave Application 


Michelle Alva e oratt 


Assign + Employes 


HR-EMP-00012 
Attachments 


Attach File + Employee Name 


Tags Michelle Alva 
Add a tag 
Reviews From Date 
+ 
23-01-2020 
Shared With 
To Date 
+ 
24-01-2020 
Half Day 


Total Leave Days 


You edited this 2 
a few seconds ago 


You created this 
a few seconds ago Leave Approver 


45.08MB (0%) used nshah@test.com 


Leave Approver Name 


Nitin Shah 


Posting Date 


23-01-2020 


Follow via Email 


master. 


For example, a Leave Approver is set in the Department. 


Grade 


Branch 


Holiday List 


Applicable Holiday List 


Default Shift 


Le pprover 


nshah@test.com 


3) Assign a Leave Policy to the Employee through the Employee master and Grant leaves through Leave Period. 


4) Create a new Leave Application for the Employee. The system automatically fetches the Leave Approver set for that particular Employee. 


Leave Type 


Casual Leave 


Leave Balance Before Application 


"1 


Reason 


Status 


Open 


Salary Slip 


Company 


Blue Bird 


Letter Head 


Note: In case you have set a Department for that Employee, and Leave Approvers are also set in that particular Department, then those Leave 


Approvers will also be fetched in the Leave Application. However, the default Leave Approver will always be the one set in the Employee 


HR-LAP-2020-00002 & <> Menur } submit | 


Q Settings ~ Help»  & 


HR-EMP-00012 & <€ > Menu 


Q Settings~ Help» FF & 
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Human Resources Department 


Marketing - BB e=nabiea 


Comments 0o Department 
Assigned To Marketing 
Assign + 
Parent Department 
Attachments All Departments 
Attach File + 
Company 
Tags 
Add a tag Blue Bird 
Reviews Is Group 
+ Disabled 
Shared With 
+ Leave Block List 


Days for which Holidays are blocked for this department. 


You edited this 


AVE APPROVERS 
42 minutes ago LEAvE'A 


Simran Monteiro created this 
5 months ago 


The first Leave Approver in the list will be set as the default Leave Approver. 


Leave Approver 


45,08MB (0%) used 
Approver 


1 simran@iwebnotes.com 


Add Row 


fetched in his Leave Application. 
B 


Michelle Alva ® Not saved 


Human Resources Leave Application 


n-eMr-vuuiIZ 


Attachments 
Attach File + Employee Name 
Tags Michelle Alva 
Add a tag 
Reviews From Date 
+ 
23-01-2020 
Shared With 
To Date 
+ 
24-01-2020 
Half Day 
Total Leave Days 
You edited this 2 


17 minutes ago 


You created this 


17 minutes ago Leave Approver 


leave approver set for this 


Now, if an Employee belonging to this Department creates a Leave Application, all the Leave Approvers set for this Department will also be 


45,08MB (0%) used 


nshah@test.com 
Nitin, Shah 


simran@iwebnotes.com 
Simran, Monteiro 


Filters applied for Employee = HR-EMP-00012, Doctype = Leave 
Application 


+ Create a new User 
A. Adviannad Caaech 


Color 


USER PERMISSION BASED ON HIERARCHY 


Question: 


Q Settings ~ 


B<>  Menu~ 


Helpy @ & 


department 


Q Settings ~ 


HR-LAP-2020-00002 & <> Menu~ 


Helpy 3 & 


Uasual Leave 


Leave Balance Before Application 


" 


Reason 


Open v 


Salary Slip 


Company 


Blue Bird 


Letter Head 


Berkey Creamery 
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How to configure User Permissions, so that an Employee can view his Expense Claims, and also of ones who report to him/her? 


Answer: 


In the Employee master, for each Employee, you can define who does he/she reports to. Based on the Reports To defined, the Employee 


hierarchy is built as well. 


B Human Resources Employee 


Reema Mehta »° éctive 


You edited this JOINING DETAILS 
in 2 minutes 


A DEPARTMENT AND GRADE 
You created this 


3 minutes ago 
g Department Grade 


Human Resources - RI 
52.61MB (0%) used 


Designation Branch 


HR Manager 


Reports to 


HR-EMP-00005 


Employee Hierarchy 
Also, one a User is linked with the Employee, it creates a User Permission as follows. As per this User Permission, Employee will be allowed to 


review his/her own document created in the HR module + the document which are created for Employees reporting to hm/her. 


Employee Tree 


Reliance Industries 


"= Reliance Industries 
"= Kenneth Sequeira (HR-EMP-00003) 
"= Salman Mulani (HR-EMP-00005) 
"= Reema Mehta (HR-EMP-00004) 
Mitali Deshpande (HR-EMP-00001) 
Faraz Shaikh (HR-EMP-00002) 


As per this configuration, when an Expense Claim is being created by the User reporting to Kenneth, it will also be accessible to Kenneth as 


well. 
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B Setup User Permission 


kenneth@relianceind.test 


Comments ie} 
User 
ASSIGNED TO 
Assign + kenneth@relianceind.test 


Allow 
ATTACHMENTS 


Employee 
Attach File + psy 


For Value 


HR-EMP-00003 


SHARED WITH 
ADVANCED CONTROL 


+ 


Apply To All Document Types 


Can you please ensure that seniors Employee ID is updated as Reports To in the Employee's who report to him/er? After that, manager should 


be able to view the Expense Claims and other documents (like Leave Application, Appraisal etc.) made for his/her sub-ordinates. 


DEPARTMENT-WISE LEAVE APPROVAL IN ERP 


Any user with role, "Leave Approver" should be only able to access leave applications of those employees that belong in their department. 
This is a common use-case in most companies, and with some quick configurations, we can achieve it in ERP. 

In company "SX4", let's consider Chris as the Leave Approver for department, "Research And Development". With this configuration, 
Chris will only be able to view Leave Applications raised by his department. 


1. Under Role Permissions Manager, provide this role with access of Department DocType 


B Q JaiChavan~ Help» [EER 
Role Permissions Manager 


Set User Permissions 


Department Leave Approver 
Document Type Role Level Permissions 
Department Leave Approver oO Read Write Create x 
Only If Creator Delete Print Email 
Report Import Export 
Set User Permissions Share 


2. Create the user in ERP with Role as_ “Leave Approver” , and Employee In our example, this is Chris. 
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Department 


Document Type 


Department 


B Human Resources 


Chris «Active 


B Setup 
User Permission 


Reports + 

List 

Calendar ~ 
Kanban ~ 
Assigned To Me 


TAGS 


employees 


Role Permissions Manager 


Leave Approver 


Role Level Permissions 
Leave Approver oO Read 
Only If Creator Delete 
Report 


Set User Permissions 


Employee 


ERPNEXT USER 


User ID 


chris@abx.in 


System User (login) ID. If set, it will become default for all HR forms 


Create User Permission 


This will restrict user access to other employee records 


JOINING DETAILS 


DEPARTMENT AND GRADE 


Department 


Research & Development - S4 


Designation 


Reports to 


Q JaiChavan>y Help + 99+ 


Set User Permissions 


Write Create x 
Print Email 
Import Export 
Share 
Q JaiChavan> Help» [EER 


HR-EMP-00007 & 


<4——_ Keep this unchecked. 


Grade 


Branch 


3. Now, create the necessary user permissions as per Company, Department, and Employee. 


Q Jai Chavan + Help + 99+ 


Menu ~ Refresh New 


Add/Update Bulk Delete 
a chris@abx.in 
Add Filter Last ModifiedOn + 
User Allow For Value Applicable For 20f2 
chris@abx.in Company SX4 6796375d84 19m 


chris@abx.in Department 


Research & Develop... 


2da3357eb3 22m 


While adding the "Employee" permission for Chris, just keep Leave Application unchecked, so that Chris has access to only view other 
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Comments 


ASSIGNED TO 
Assign + 


ATTACHMENTS 
Attach File + 


TAGS 
Add a tag ... 


SHARED WITH 


+ 


You edited this 
4 minutes ago 


You created this 
6 months ago 


70.88MB (0%) used 


Pepper « Active 


You created this 
4 months ago 


4. Department: Set a 


> Human Resources 


Add User Permissions 


For User 


Close JEST 


| ch| 


admin@etl.com 
ADMIN 


chris@abx.in 
Chris 


jai@erpnext.com 
Jai Chavan 


“Leave Approver” in the Department master 


> Department 


Research & Development - S4 ¢ Enabie 


Department 


Research & Development 


Parent Department 


All Departments 


Company 


Sx4 


Is Group 


Disabled 


Leave Block List 
Days for which Holidays are blocked for this department. 


LEAVE APPROVERS <-— 


The first Leave Approver in the list will be set as the default Leave Approver. 
Approver 


1 chris@abx.in) 


Now, let’ s say, we have an employee called Pepper who works in the 


B > HumanResources > Employee 


JOINING DETAILS 


DEPARTMENT AND GRADE 


Q JaiChavan~ Help ~ 99+ 


8 Menu~ 


“Research and Development” Department. 
Q JaiChavan> Help + [ 29+] 


HR-EMP-00004 & Menuw 


70.88MB (0%) used Department Grade 
Research & Development - S4 
Designation Branch 
Reports to 
6. Pepper fills in a leave application. 
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f 
You edited this none tear Dees 


14 minutes ago 2 


You created this 


15 minutes ago Wie Leave Approver Status 


chris@abx.in Open 
70.88MB (0%) used 
Leave Approver Name Salary Slip 
Chris 


B Human Resources Leave Application Q a Pepper Potts + Help ~ 99+ 
Pepper ° draft HR-LAP-2019-00007 
Employee Leave Type 
Comments i) 
HR-EMP-00004 Sick Leave 
scaeptiatclnas Employee Name Department 
Assign + 
Pepper Research & Development - S4 
ATTACHMENTS Leave Balance Before Application 
Attach File + 
3 
TAGS 
Add a tag 
From Date Reason 
SHARED WITH 04-07-2019 
+ To Date 
05-07-2019 
Half Day 


7. When the Leave Approver, Chris, logins, he can only access the leaves raised by employees of his department. 


6 Menus; 


® Wanderlust 


© Verifying... 


8. Meanwhile, when we login via System Manager, there are few other Leave Applications in the list, too. 


Updates 
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B Human Resources Q JaiChavany Help~ [EER 
Leave Application caulke | Gener | New | 
Reports ~ 
Gantt Add Filter Last ModifiedOn + 
Calendar ~ 
Employee Name Status From Date Total Leave Days 6 of 6 
Kanban ~ 
Assigned To Me Pepper © Approved 04-07-2019 2 %LAP-2019-00007 3 
Bernard @ Draft 3-07-2019 3 LAP-2019-00006 42 
Bernard ®@ Approved -06-2019 2 %-LAP-2019-00005 
%e Peninah © Approved 17-05-2019 LAP-201 4 
No Tags 6 
Peninah @ Approved 13-05-2019 3 %-LAP-2019-00002 
ow tags 
Pepper ®@ Approved 22-04-2019 2-LAP-2019-00001 


CONFIGURING EARNED LEAVE 


1)Create the following: 

e Leave Type: 

e Leave Policy: 

e@ Leave Period: 
2) Now, from the Leave Period, Grant the leaves to the desired Employee, Department or Designation.(You need to link the Leave Policy to 
whom you want to give this Leave) 

e Now, you can check the Leave Allocation List, a new allocation of the selected Employee will be created. 


e Since we selected Monthly, it will show 0 now, but at the end of the month it will update the details. 


HOW TO ENCASH UNUSED LEAVES USING SALARY SLIPS 


Encashment of unused leaves into an Employee's Salary Slip can be done easily by following the steps given below 
1. Enable ‘Allow Encashment' for the Leave Type which will be of Encashment type. 


B > HR > Leave Type > Casual Leave Q Search or type a command (Ctrl + G) Q Help» VM 
Casual Leave <)> \le@) - 


Encashment ~ 
Allow Encashment Earning Component 


Encashment Threshold Days Leave Encashment 


10 


2. Add it in the Leave Policy and assign it to the Employee you want to create this Leave Policy for by going to the Leave Policy Assignment. 


Leaves will automatically be allocated once the Leave Policy Assignment is ‘Submitted’. 
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B > HR > Leave Policy Assignment > HR-LPOL-ASSGN-00001 


= HR-LPOL-ASSGN-00001 « submittea 


&, Assigned To 
+ Connections ~ 


Leaves 
@ Attachments 


@ Leave Allocation = + 


Attach File + 
vy Reviews 
+ 
Employee * 
& Shared With HR-EMP-00001: Vrinda A Menon 
+ 
Employee name 
® Tags Vrinda A Menon 
Add a tag ... 
Company 
Popcorn Ltd 
0-Q0 FOLLOW 


Leave Policy * 


HR-LPOL-2021-00001 
You edited this 


just now 
Add unused leaves from previous allocations 


You created this 
1 minute ago 


3. Before creating a Leave Encashment with the Encashable Leave Type that was previously created, make sure that a Salary Structure is 


assigned to the Employee and that you have added the ‘Leave Encashment Amount Per Day (INR)' for the same Salary Structure. 


= vrinda's SS - submittea 


& Assigned To 


+ Connections ~ 


@ Attachments @® Salary Structure Assignment + Employee Grade 


Attach File + Salary Slip + 


vy Reviews 


+ 


Company * 
& Shared With 
Popcorn Ltd 
+ 


® Tags 


Add a tag 


0-Qo FOLLOW 


You edited this 
5 minutes ago Salary Slip Based on Timesheet 


You created this 
5 minutes ago 


4. Assign the Salary Structure to the same Employee. 


= VrindaA Menon : submited 


& Assigned To 


Employee * 
+ 


HR-EMP-00001: Vrinda A Menon 
@ Attachments 
Employee Name 


Attach File + 
Vrinda A Menon 
vr Reviews 
Company * 
+ pany 


Popcorn Ltd 
& Shared With 


- Payroll Payable Account 


Payroll Payable - PL 
® Tags 


Add a tag 


5. Create a Leave Encashment and make sure that the date you 


the Leave Allocation. 


Preview Salary Slip 


Q Search or type a command (Ctrl + G) 


Assignment based on 


Joining Date 


Effective From * 


06-08-2020 


Effective To * 


06-08-2021 


Assign Salary Structure Assign to Employees 


Is Active * 


Yes 


Payroll Frequency * 


Monthly 


Currency * 


INR 


Leave Encashment Amount Per Day (INR) 


2 200.00 


Salary Structure * 


vrinda's SS. 


From Date * 


17-08-2020 


Income Tax Slab 


New Tax Regime 2021-22 


Currency * 


INR 


Cancel 


eo Cancel 


8 = Cancel 


create the Leave Encashment falls between the ‘From Date' and 'To Date’ in 
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B > HR > Leave Encashment > HR-ENC-2021-00002 


= HR-ENC-2021-00002 


* Submitted 


2. Assigned To 


Leave Period * 
+ 


HR-LPR-2021-00001 
@ Attachments 


Employee * 
Attach File + 


ty Reviews 


Employee Name 
+ 


Vrinda A Menon 
& Shared With 


9 minutes ago 


You created this 


9 minutes ago 


B > Payroll > Additional Salary 


= Additional Salary 


Filter By 
Assigned To 
Employee 


Created By 


Edit Filters HR-EMP-00001 


Tags 


B > Payroll > Salary Slip > Sal Slip/HR-EMP-00001/00001 


Gross Pay (INR) 


% 97,000.00 


You can use the 


submitting the same. 


‘Preview Salary Slip’ 


HR-EMP-00001: Vrinda A Menon 


Status 


* Submitted 


button to make sure that the Encashed leaves are also included in the Employee’ s Salary Slip before 


Employee Name 


Vrinda A Menon 


Q Search or type a command (Ctrl + G) 


Leave Type * 


Casual Leave 


Leave Allocation 


HR-LAL-2021-00001 


Leave Balance 


20 


i Company * Encashable days 
Popcorn Ltd 10 

® Tags 

Add a tag 

Payroll 
0-Q0 FOLLOW Encashment Date Currency * 

05-08-2021 INR 

You edited this 


Encashment Amount 


2 2,000.00 


An Additional Salary will be automatically created once the 'Encashment Leave' is Submitted. 


Q Search or type a command (Ctri + G) 


ListView: C 


> Filter 
Salary Compo 


Amount Name 


Leave Encash... % 2,000.00 HR-ADS-21-0. 


Q Search or type a command (Ctrl + G) 


= Vrinda A Menon . submittes < 
Earnings Deductions 
Component Amount Component 
Basic % 90,000.00 @ Professional Tax 
Special Allowance 25,000.00 o Provident Fund 
— iene Encashment 2,000.00 2 


Total Deduction (INR) 


% 18,200.00 


LEAVE CALCULATION IN SALARY SLIP 


There are two types of leave which user can apply for. 


e Paid Leave (Sick Leave, Privilege Leave, Casual Leave etc.) 


The 'Encashment Amount’ will be automatically pulled in when you save the Leave Encashment DocType. 


Q 


Cancel 


Help» VM 


=4 Last Modified On 


6. On creation of the Salary Slip the Leave Encashment amount will be added along with other Earnings into the Salary Slip as shown below. 


QQ Helpy VM 


Amount 


2 200.00 


® 18,000.00 


Cancel 


o 


@ 
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Paid Leave are firstly allocated by HR manager. As and when Employee creates Leave Application, leaves allocated to him/her are deducted. 


e@ Unpaid Leave 


These leaves doesn't have impact on the employee's Salary Slip. 
When Employee is out of paid leave, he create Leave Application for unpaid leave. The term used for unpaid leave in ERP is Leave Without 
Pay (LWP). These leaves does have impact on the Employee's Salary Slip. 
Just marking Absent in the Attendance record do not have impact on salary calculation of an Employee, as that absenteeism could be because 
of paid leave. Hence creating Leave Application should be created incase of absenteeism. Let's consider a scenario to understand how leaves 
impact employees Salary Slip. 

1. Setup Employee 

2. Allocate him paid leaves 

3. Create Salary Structure for that Employee. In the Earning and Deduction table, select which component of salary should be affected 

if Employee takes LWP. 

4. — Create Holiday List (if any), and link it with Employee master. 
Working Days: Working Days in Salary Slip are calculated based on number of days selected above. If you don't wish to consider holiday in 
Working Days, then you should do following setting. 
Human Resource > Setup > HR Setting 
Uncheck field "Include Holidays in Total No. of Working Days" 
Holidays are counted based on Holiday List attached to the Employee's master. 
Leave Without Pay: Leave Without Pay is updated based on Leave Application made for this Employee, in the month for which Salary Slip is 
created, and which has Leave Type as "Leave Without Pay". 
Payment Days: Following is how Payment Days are calculated: 
Payment Days = Working Days - Leave Without Pay 


If you have LWP checked for the Salary Component, there will be reduction in Amount based on no. of LWP of an Employee for that month. 


LEAVE ALLOCATION AFTER COMPENSATORY LEAVE REQUEST 


Use case: If an employee works on a Holiday and wants to apply for a compensatory off, the following process is important in ERP: 
1) Create an Employee with the mandatory details and assign a Holiday List and a Leave Policy to it. 
2) Attendance should be marked for the Employee, it is mandatory for the employee to be marked as present on the Holiday [this Holiday 


should be in the Holiday List.] 
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Prajakta © Present 


Assigned To 


Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 


+ 


‘Shared With 


+ 


You edited this 
7 minutes ago 


You created this 
7 minutes ago 


67.39MB (0%) used 


Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 


Add a tag 


Reviews 


+ 


Shared With 


+ 


You edited this 
7 minutes ago 


You created this 
10 months ago 


Comments 0 


67.39MB (0%) used 


Attendance 


DASHBOARD 


Employee Checkin + 


Employee 


HR-EMP-00007: Prajakta 


Employee Name 


Prajakta 


Status 


Present 


Add a comment 


Ctrl+Enter to add comment 


B Human Resources Leave Type 


Privilege Leave 


0 DASHBOARD 


3) Create a Leave allocation for the Employee. 


Leave Allocation 4 + 


Leave Application 2 


Max Leaves Allowed 


15 


oe 


Applicable After (Working Days) 


0 


Maximum Continuous Days Applicable 


0 


CARRY FORWARD 


ENCASHMENT 


EARNED LEAVE 


Add a comment 


HR-ATT-2020-00002 & < > Menu + Cancel 


Attendance Date 


12-01-2020 


Company 


Conner Industries 


Late Entry 


Early Exit 


Q Settings + Help~  & 


Comment 


4) In the Leave Type list, for all the types that allow Compensatory off, tick the checkbox. 


Attendance 1 + 


Leave Encashment + 


ts Carry Forward 
Is Leave Without Pay 
Is Optional Leave 
Allow Negative Balance 


Include holidays within leaves as leaves 


is Compensatory 


5) Now, create a Compensatory Leave Request for the employee. 
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Prajakta @ Submitted 


Assigned To 


Assign + 


Attachments 


File + 
Tags 
Add a tac 


Reviews 


+ 


Shared With 


+ 


Followed by 


Unfollow 


You edited this 


3 minutes ag 


Comments 


Assigned To 


ssign + 


Attachments 


Attach File + 


Reviews 


Shared With 


You edited this 


2 minute: 


go 


You created this 


4 minutes ago 


67.39MB (0%) used 


Comments 0 


Compensatory Leav 


HR-EMP-00007: Prajakta 


Employee Name 


Prajakta 


KED ON HOLIDAY 


Work From Date 


12-01-2020 


Work End Date 


12-01-2020 


Half Day 


HR-LAL-2020-00001-2 e submittea 


DASHBOARD 


Compensatory Leave Request + 


Employee Leave Balance 


Employee 


HR-EMP-00007: Prajakta 


Employee Name 


Prajakta 


Add unused leaves from previous allocations 


Total Leaves Allocated 


7 


WORKING DAYS CALCULATION IN THE SALARY SLIP 


your preference for the Working Days calculation in HR Settings. 


HR > Setup > HR Settings 


Working Days is checked and vice versa. 


Q Settings ~ Help~  & 
HR-CMP-20-01-00002 & <> Menu~ Cancel 
eave Type 
Privilege Leave 
easor 
Test 
Comment 


6) Go back and check the Leave allocation for the leave added for the Employee. 


a<> 


Leave Encashment + 


Privilege Leave 


From Date 


16-01-2020 


Date 


31-05-2020 


HR-LAL-2020-00001-1 


Working Days are shown in the In the Salary Slip. Based on your preference, it may include holidays of the month or it may not. You can define 


If you want to include holidays in the count of Total Working days, then ensure that in the HR Settings, field Include holidays in Total no. of 


Menu + Cancel 


MAN ENERGY 


- 639 - 
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EBB > Payrol > undefined Q Search or type a command (Ctrl + G) QO Hep» A 


= Payroll Settings - 


2, Assigned To 


Calculate Payroll Working Days Based On Fraction of Daily Salary for Half Day 
+ 


Leave : 0.500 


@ Attachments 


paid for half-day attendance 
Max working hours against Timesheet 
Attach File 1 


8.000 


dr Reviews on preferred email selected in Employee 


@ Include holidays in Total no. of Working Days 
Encrypt Salary Slips in Emails 


+ 


of Working Days will include lolidays, and this will red. 


The salar ssword protected, the password 


3 Shared With 


will be ge 


Disable Rounded Total 
+ Show Leave Balances in Salary Slip 


f checked, hides otal field in Salary Slips 


To learn how to define holidays for your company, check Holiday List feature in the HR module. 


HOW TO PROCESS PAYROLL IN ERP 


Most of the users find it difficult to process payroll in ERP, but rather than it being difficult, it is a bit tedious in the initial setup. Once, the setup 
is done it, the process for the following months becomes easy. Kindly go through the below steps for a quick guide: 

1) Create Payroll Period 

In this, you define a period for which you want to process the payroll for. It could be January to December or April to March as per the year 
followed by your company. 

2) Create Income Tax Slabs 

Over here, you can create multiple Income Tax slabs if you are following the UAEn Income Tax system. Define the slabs as per the government 
rule. You can also add additional tax in the section below and conditions in the table if required and also check ‘Allow Tax Exemption’ in case 


there is a standard deduction applicable. 


New Taxation ® Draft &<> = Menu~ | submit | 
Assigned To 
Effective fror 
Assign + . Allow Tax Exemption 
01-04-2020 If enabled, Tax Exemption Declaration will be considered for income tax 
Attachments calculation. 
Attach File + Company 
Standard Tax Exemption Amount 
HR 
Tags 50,000.00 
Add a tag 
Disabled 
Reviews 
+ 
TAXABLE SALARY SLABS 
Shared With ‘ 
Taxable Salary Slabs 
+ 
From Amount To Amount Percent Deduction Condition 
1 20.00 = 2,50,000.00 0% 
2 2 2,50,001.00 2 5,00,000.00 5%  annual_taxable_earning > 500000 
You edited th 
11 minutes a 3 2 5,00,001.00 2 10,00,000.00 20% 
You created thi 4 2 10,00,001.00 20.00 30% 
1 week ag: 
11690.92MB (76%) used Ae See 
TAXES AND CHAR ON INCOME 
O axes and Charg 
Description Percent Min Taxableincome Max Taxable Income 
1 Education Cess 4% 20.00 20.00 
Add Row 


3) Submit Employee Tax Exemption Declaration 
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An employee who has some investments can submit tax declarations to avail tax benefits and thus can reduce their Income Tax amount. They 
can invest in various sub categories under 80C, 80D, etc. (Applicable for UAEn Taxation). 

4) Define Salary Components 

You can create salary components and define whether the component is an Earning or a Deduction component. There are certain checkboxes 
that you can check depending on the component type. Select the company and a default ledger account. Now, these salary components can 
be based on a particular formula or it can be a fixed amount. Only for Income Tax component you need to check a particular checkbox called 
“Variable based on Taxable Salary". This will ensure that the Income Tax is calculated automatically in the backend. 

5)Create a Salary Structure 

Once you have created all the salary components, you can define a salary structure. You can also define whether the salary is based on 


timesheets. You can add the earnings and deductions as per your choice and the mode of payment. 


Sal structure 1 ¢ submitted &<> Menu Cancel 
IMB (7¢ 
7 
Component Abbr Statist. Formula Amount 
1 Basic B = 50,000.00 
2 House Rent Allowance HRA B+ 0.4 % 0.00 
3 Special Allowances SA = 20,000.00 
eductio 
Component Abbr Statist... Formula Amount 
1 Professional Tax PT @ if (gross_pay <= 7500 a = 0.00 
nd gender == ‘Male') else 
2 ‘Income Tax IT = 0.00 
Je of Paymer Payment Account 
Bank ABC ABC bank pvt Itd - Hr 


6) Assign the Salary Structure 
Once the salary structures have been created, you need to assign it to employees. If you miss this step, then you will not be able to proceed 
further. During assignment, you have to select the Income Tax Slab (if you have multiple slabs), since the percentage deduction of Income Tax 


will be calculated based on the same. You can also define a base amount if your salary structures are based on formulas. 


Shiv @ Submitted HR-SSA-20-06-00003 & < > Menu + Cancel 
Comments [0 Employee 
Assigned To EMP/0003: Shiv Training 1 
mployee Name Prana tas 
Attachments Shiv res recs 


Tags 
i HR Old regime 


Reviews 


2 50,000.00 20.00 
Shared With 


7) Create a Payroll Entry & Salary Slips 

Once all of the above steps are done, you need to create a payroll entry. Once you have selected the payroll date, frequency and added the 
payment account, you can filter employees on the basis on department, designation and branch. If you do not wish to do so then you can 
directly click on 'Get employees’. On doing so, a list of all the employees will populate in the Employee Details section. You can then proceed 


by clicking on "Create Salary Slips" and all the salary slips will be generated in draft. 
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Payroll 0018 ¢ submittes 


Comments 0 
Aeeared Te DASHBOARD 
Assign + 
Attachments Salary Slip 3 (3) + 
Attach File + Journal Entry 4 
Tags 
Add a tag 
SELECT EMPLOYEES 
Reviews 
Posting Date 
+ 
27-06-2020 
Shared With 
Payroll Frequency 
+ 
Monthly 
EMPLOYEES 


Department 
You edited this 
just now Human Resources - Hr 
You created this 
5 minutes ago 


Employee Details 
11690.92MB (76%) used 


Employee Employee Name 


1 EMP/00012: Kenneth Kenneth 


2 + EMP/0001: Reema Mehta Reema Mehta 


3 EMP/0003: Shiv Shiv 


created. This means we are booking the 


Confirm 


them. 


8) Bank Entry 


You can verify the draft salary slips and then submit them via the payroll entry. On submitting the salary slips, an accrual journal entry will be 


This will submit Salary Slips and create accrual Journal Entry. Do you want to 
proceed? 


Once you have booked the accrued salary slips, as a last step you need to make a Bank Entry. With this last step, your payroll process is 


completed, but this does not mean the salaries are transferred in the bank. That minor step has to be done manually. 


&<> = Menuy Cancel 
Submit Salary Slip 
Company 
HR 
Number Of Employees 
3 
Department Designation 


Human Resources -... Software Developer 


Human Resources -... HR Manager 


Human Resources -... 


salary expenses in the system and not 


paying 


Human Resources Payroll Entry Q Settings Help» 4 
Payroll 0018 « submitted &<> = Menu~ = Cancel 
Comments 0 
Assigned To 

DASHBOARD 
Assign + 
Attachments Salary Slip 3 (3) + 
Attach File + Journal Entry + 
Tags 
Add a tag 
SELECT EMPLOYEES 
Reviews 
Posting Date Company 
+ 
27-06-2020 HR 
Shared With 
Payroll Frequency 
+ 
Monthly 
P.O.Box 128448, Dubai, United Arab Emirates 2 
man.energy - 642 - MAN ENERGY 
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SETTING FLEXIBLE BENEFITS AGAINST A BENEFIT CLAIM 


Flexible benefit plans allow employees to avail the benefits they want or need from a package of programs offered by an employer. They 


may include health insurance, pension plans, telephone expenses, etc. 


To set Flexible Benefits in ERP, follow the following steps: 


1) Go to Salary Component for which you want to set flexible benefits for and select the "Is Flexible Benefit" checkbox. Enter the Yearly Max. 


Benefit Amount. Select the "Pay Against Benefit Claim" checkbox to avail the flexible benefits via a Benefit Claim. 


° 
B Human Resources Salary Component Q Settings ~ Help»  & 
Telephone Expenses ¢ £nabies <> Menu 
Comments Qo Abbr 
Is Payable 
Assigned To Li 


Depends on Payment Days 
Assign + 


Is Tax Applicable 
Attachments 


Earning v 
Attach File + Deduct Full Tax on Selected Payroll Date 
escription 
Tags Round to the Nearest Integer 
Add a tag 
Statistical Component 
Reviews f sele ent will not 
ntribu earning value can be 
~ referenced by other components that car or deducted 
Shared With Do Not Include in Total 
+ Disabled 
EXIBLE BENEFITS 
Is Flexible Benefit Pay Against Benefit Claim 
Max Benefit Amount (Yearly) Only Tax Impact (Cannot Claim But Part of Taxable Income) 


5,000.00 


Create Separate Payment Entry Against Benefit Claim 


2) Set up a Salary Structure for the Employee with this Salary Component. Set the Amount to 0. Also, enter the Max Benefits Amount for this 


Salary Structure. 


° 
B Human Resources Salary Structure Q Settings ~ Help~  & 


2019-20 @ submitted &<> = Menuy Cancel 


Leave Encashment Amount Per Day 
Salary Slip Based on Timesheet 


Max Benefits 
afe 


2 5,000.00 


You created thi 


a fe’ 


39,27MB (0%) used EARNING 
Component Abbr Statist. Formula Amount 
1 Basic B 2 50,000.00 
2 House Rent Allowance HRA @ 24,000.00 
3 Arrear A = 10,000.00 
Telephone Expenses 20.00 
| 
= P.O.Box 128448, Dubai, United Arab Emirates 
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B Human Resources 
Michelle « submitted 


Comments o 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 
Add a tag 


Reviews 


Shared With 


You edited this 
in a few seconds 


B Human Resources 


Michelle « orate 


Employee Benefit Cl... 


Employee 


HR-EMP-00001: Michelle 


Employee Name 


Michelle 


Department 


Accounts - TB 


BENEFIT TYPE AND AMOUNT 


Claim Benefit For 
Telephone Expenses 


Max Amount Eligible 


25,000.00 


Claimed Amount 
2 5,000.00 


Salary Slip 


3) Assign the Salary Structure to the employee via Salary Structure Assignment. 


4) Create an Employee Benefit Claim for this employee. Select the Claim Date, Component and enter the Claimed Amount. 


HR-BEN-CLM-20-02-00003 


Claim Date 
02-04-2020 


5) Run the Payroll Entry. The amount will be fetched against the component in the Salary Slip as seen below. 


° 
Settings Help i & 


° 
Settings Help~ oF & 


&<> = Menu~ Cancel 


Sal Slip/HR-EMP-00001/00002 & <> Menu~ | submit | 


30 


Deduct Tax For Unclaimed Employee Benefits 


Deduct Tax For Unsubmitted Tax Exemption Proof 


EARNING & DEDUCTION 


Earning 

Earnings ctions 
Component Amount Component Amount 
Basic = 50,000.00 
House Rent Allowance % 24,000.00 
Arrear 2 10,000.00 Add Row 
Telephone Expenses = 5,000.00 

Add Row 
Gross Pay Total Deduction 
2 89,000.00 20.00 


CREATE PAYROLL ENTRY WITH TIMESHEETS 


Use Case: An employee's overtime is recorded using timesheets, and the employee needs to be compensated for the same during payroll 
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Steps: 


Comments 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 
Add a tag 


Reviews 
+ 
Shared With 


+ 


You edited this 
4 months ago 


You created this 
4 months ago 


Hour Rate. 


1) Create an Employee. 


B Human Resources 


Overtime e Enabled 


apart from his usual salary. 


2) Create a Salary Component called "Overtime" of type Earning. 


Salary Component 


Abbr 


oT 


Type 


Earning 


Description 


FLEXIBLE BENEFITS 


\s Flexible Benefit 


ACCOUNTS 
Accounts 


Company 
1 Unico Plastics Inc. 


Add Row 


Q Settings ~ Help ~ 


@8<> = Menu~ 


Is Payable 


cc] 


Depends on Payment Days 


c< 


Is Tax Applicable 

Deduct Full Tax on Selected Payroll Date 

Round to the Nearest Integer 

Statistical Component 

If selected, the value specified or calculated in this component will not 
contribute to the earnings or deductions. However, it's value can be 
referenced by other components that can be added or deducted. 


Do Not Include in Total 


Disabled 


Default Account 


Salary - UP. 


3) Create a Salary Structure and include "Overtime" with amount set to 0. 


4) In the Salary Structure itself, select the "Salary Slip Based on Timesheet" checkbox, select Salary Component as "Overtime" and enter the 


ws 
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You edited this 
18 minutes ago 


You created this 
18 minutes ago 


B Human Resources 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 
Add a tag 


Reviews 


+ 


Shared With 


+ 


B Human Resources 


Comments 0 


Salary Structure 


Test 2019-20-1 « submitted 


¥ Salary Slip Based on Timesheet 


EARNING 
Earnings 


Component 
1 Basic 
2 House Rent Allowance 
3 Dearness Allowance 


4 Medical 


Salary Structure Ass... 


Jennifer Smith ¢ submittea 


Employee 


HR-EMP-00026: Jennifer Smith 


Employee Name 


Jennifer Smith 


Department 


Advertisement - UP 


Base 


2 50,000.00 


HRA 


Med 


Q Settings ~ Help + 


@&<> = Menu 


Salary Component 

Overtime 
Salary Component for timesheet based payroll 
Hour Rate 


2500.00 


Leave Encashment Amount Per Day 


20.00 


Max Benefits (Amount) 


20.00 


Statist... Formula Amount 


= 10,000.00 


= 3,000.00 


= 3,000.00 


= 2,000.00 


5) Submit the Salary Structure and assign this Salary Structure to an Employee via Salary Structure Assignment. 


Q Settings ~ Help + 


HR-SSA-20-01-00004 & <> Menu 


Salary Structure 


Test 2019-20-1 


From Date 


01-01-2020 


Company 


Unico Plastics Inc. 


Variable 


20.00 


6) Create Timesheets for this Employee through the Timesheet DocType. 


ww f 


Cancel 


wf 


Cancel 
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B Projects 


Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 
= 
Shared With 


+ 


You edited this 
22 minutes ago 


You created this 
29 minutes ago 


B Projects 


Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 
+ 
Shared With 


+ 


You edited this 
22 minutes ago 


You created this 
24 minutes ago 


Jennifer's January Timesheet 1 ° Paysiie 


Title 
Jennifer's January Timesheet 1 


Company 


Unico Plastics Inc. 


EMPLOYEE DETAIL 
Employee 


HR-EMP-00026: Jennifer Smith 


Employee Name 


Jennifer Smith 


Department 


Advertisement - UP 


Time Sheets 


Activity Type From Time 
1 ‘Research 18-01-2020 08:39:21 
2 Proposal Writing 18-01-2020 16:39:40 


Total Working Hours 


Jennifer's January Timesheet 2 ° Pavsiip 


Title 


Jennifer's January Timesheet 2 


Company 


Unico Plastics Inc. 


EMPLOYEE DETAIL 
Employee 


HR-EMP-00026: Jennifer Smith 


Employee Name 


Jennifer Smith 


Department 


Advertisement - UP 


Time Sheets 


Activity Type From Time 


1. Client Query Handling 24-01-2020 12:45:02 


Total Working Hours 


2 


Employees" button. Next, click on "Create Salary Slips". 


Overtime Component in the Salary Slip accordingly. 


Q 


TS-2020-00002 


Salary Slip 


Sal Slip/HR-EMP-00026/00001 


Status 


Payslip 


Start Date 


18-01-2020 


Starting Time 


12:38:58 


End Date 


18-01-2020 


Hrs Project Task 


Q 


TS-2020-00003 


Salary Slip 


Sal Slip/HR-EMP-00026/00001 


Status 


Payslip 


Start Date 


24-01-2020 


Starting Time 


12:44:43 


End Date 


24-01-2020 


Hrs Project Task 


In the above example shown, the Employee has worked overtime for a total of 8 hours in the month of January. 


7) Create a new Payroll Entry for the month of January and select the "Salary Slip Based on Timesheet" checkbox. Save. Click on the "Get 


The Salary Slip of the employee will fetch all the timesheets (if any) of that employee created for that particular month and calculate the 


Settings ~ Help» @ & 


&<>  Menu~ — Cancel 


Settings ~ Helpy \* & 


&<> = Menu~ Cancel 
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B Human Resources 


You edited this 
29 minutes ago 


You created this 
29 minutes ago 


B Human Resources 


Salary Slip 


Jennifer Smith ¢ submittea 


¥ Salary Slip Based on Timesheet 


Start Date 


01-01-2020 


End Date 


31-01-2020 


Salary Slip Timesheet 


Time Sheet 


TS-2020-00002 


TS-2020-00003 


Deduct Tax For Unclaimed Employee Benefits 


Working Ho... 


6 


Deduct Tax For Unsubmitted Tax Exemption Proof 


EADNING ® AENUCTION 


Salary Slip 


Jennifer Smith ¢ submittes 


Earnings 


Component 

Overtime 

Basic 

House Rent Allowance 
Dearness Allowance 


Medical 


Gross Pay 


2 22,000.00 


Total Principal Amount 


20.00 


Total Interest Amount 


20.00 


NET PAY INFO 
Net Pay 
2 20,800.00 


Gross Pay - Total Deduction - Loan Repayment 


INCOME TAX CALCULATION IN ERP 


Amount 


® 4,000.00 


= 10,000.00 


= 3,000.00 


2 3,000.00 


@ 2,000.00 


government, that amount can also be added here. 


Q Settings ~ Help» @ & 
Sal Slip/HR-EMP-00026/00001 & <> Menu~ Cancel 
Salary Structure 
Test 2019-20-1 
Working Days 
23 
Leave Without Pay 
oO 
Payment Days 
23 
Total Working Hours 
8 
Hour Rate 
2500.00 
Q Settings ~ Help~y  & 
Sal Slip/HR-EMP-00026/00001 & < > Menu + Cancel 
Deductions 
Component Amount 
Provident Fund % 1,200.00 


Total Deduction 


21,200.00 


Total Loan Repayment 


20.00 


Rounded Total 


2 20,800.00 


e In payroll period, define the income tax slabs as per the government rule. If there are any standard deductions provided by the 


e@ If an employee has any kind of investments or tax declarations such as PPF, insurance, mutual funds, HRA, etc., add these in 
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ASSIGNEU TU 


Assign + 


ATTACHMENTS 


Attach File + 


SHARED WITH 


+ 


You edited this 


a few seconds ago 


You created this 
2 months ago 


41.85MB (0%) used 


EARNING 


DEDUCTION 


HR-TAX-DEC-2019-00002 ® ovat 


EMP/00006 


Employee Name 


Heena 


Exemption Sub Category 


1 PPF 


2 Mediclaim 


3. «LIC 


Add Row 


HRA EXEMPTION 
Monthly House Rent 
15,000.00 


Rented in Metro City 


HRA as per Salary Structure 


% 10,000.00 


Total Declared Amount 


2 1,60,000.00 


Component 


Basic 


House Rent Allowance 


General Allowances 


Component 


Professional Tax 


Income Tax 


Education Cess 


attached: 


"Employee Tax Exemption Declaration" 


. Screenshot attached: 


Exemption Category 
soc 
80D 


soc 


Statist... | Formula 
Statist... | Formula 
@.04*IT 


Test 


Company 


HR 


Maximum Exempt... 


2 1,50,000.00 


2 50,000.00 


2 1,50,000.00 


Annual HRA Exemption 
2 120,000.00 
Monthly HRA Exemption 


210,000.00 


Total Exemption Amount 


2 2,80,000.00 


Education cess which will be based on a formula. Screenshot attached: 


Declared Amount 
2 1,00,000.00 
2% 30,000.00 


2 30,000.00 


e@ While creating salary component of Income Tax, check the box "Variable Based On Taxable Salary". Ticking this checkbox means, 


income tax will be calculated automatically taking the payroll period and tax declarations into consideration. 


@ = Create a salary structure and add Income Tax in the deduction section leaving the amount section blank. Along with that kindly add 


Amount 


2 30,000.00 


= 15,000.00 


= 30,000.00 


Amount 


= 200.00 


= 0.00 


= 0.00 


@ Create a payroll entry and generate salary slips. Income tax will be calculated automatically along with education cess. Screenshot 
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EARNING & DEDUCTION 
Earning 


Component 

Basic 

House Rent Allowance 
General Allowances 


Add Row 


Gross Pay 


2 75,000.00 


Component 


Abbr 


HRA 


Condition 


employees? 


Editing Row #1 


House Rent Allowance| 


omBS * 1 


Amount 


= 30,000.00 


= 15,000.00 


= 30,000.00 


SALARY STRUCTURE AND PAYROLL 


Sal Slip/EMP/00006/00001 4 Menu~ 


Deduction 
Component Amount 
Professional Tax = 200.00 
Income Tax = 7,708.31 
Education Cess = 308.33 
Add Row 


Total Deduction 


2 8,216.00 


Use case 1:What if one Salary structure has to be assigned to all the Employees ? 
If a single Salary structure has to be assigned, it is preferable to create a structure for all the Employees, irrespective of their Salaries, but we 


can set formula based on which actual salary structures can be allocated to each employee in an organisation. 


Go to Salary Structure --> select the Earning or deduction component --> Add formula 


| Insert Below insertAbove Duplicate Move 


@ Statistical Component 

If selected, the value specified or calculated in this component will 
not contribute to the earnings or deductions, However, it's value can 
be referenced by other components that can be added or deducted. 


W \s Tax Applicable 
\s Flexible Benefit 
Variable Based On Taxable Salary 


Depends on Payment Days 


Condition and Formula Help 


Notes: 


1. Use field base for using base salary of the Employee 
2. Use Salary Component abbreviations in conditions 
and formulas. BS = Basic Salary 
3. Use field name for employee details in conditions and 
formulas. Employment Type = 
employment_type Branch = branch 
4. Use field name from Salary Slip in conditions and 
formulas. Payment Days = payment_days Leave 
without pay = leave_without_pay 


This way, salary will be calculated individually for each employee depending on their monthly income. 


Use case 2: What if while generating a payroll, all the employees are not supposed to be fetched, payroll has to be created for selected 


Generally, while a payroll is being processed, there is an option --> Get Employees, once it is clicked, all the employees are fetched. 
In case, there is only a selected list of employees payroll to be generated, it is preferable to select the employees by filtering on the basis of 


department, branch or designation, this way only selected list of employees belonging to the particular filter will be selected for payroll. 
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2w Payroll Entry 1 © Not saved 


25-02-2020 HR 


Monthly v 


Validate Attendance 


USING AUTO ATTENDANCE 


Our system allows to Mark Attendance Automatically depending upon Employee Checkin records. There are some things you need to know: 


A. Create or import Employee Checkin: 


Employee Time 
HR-EMP-00001 09-06-2020 20:28:36 
Employee Name Location / Device ID 


Anurag Mishra 


Log Type Skip Auto Attendance 
OUT me Attendance Marked 

Shift HR-ATT-2020-00012 
Day 


1. Set the time carefully for log type IN and OUT. 
2. For Log Type IN time should be greater than Shift Type Start Time - Begin check-in before shift time 
3. For Log Type OUT time should be less Than Shift Type End Time + Allow check-out after shift end time. 
4. — Then only Shift would be mapped properly and your Checkin is valid. 
B.Check your shift type: 
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Day Menu ~ 
Start Time Holiday List 
10:45:26 Holiday 2020 
End Time Enable Auto Attendance 
ao. Mark attendance based on ‘Employee Checkin' for 
20:45:26 E 5 shift 
AUTO ATTENDANCE SETTINGS 
Determine Check-in and Check-out Working Hours Threshold for Half Day 
Alternating entries as IN and OUT during the 3.0 
Working hours below which Half Day is mark Z 
Working Hours Calculation Based On to disable) 
First Check-in and Last Check-out v , , es bamsive ther didn Rtcawe 
Working Hours Threshold for Absent 
Begin check-in before shift start time (in minutes) 1.0 
60 Working urs be which Absent is marked. (Zero t 
dis 
Th sefore the shift st iring which 
Employee Check-in is considered for attendance Process Attendance After 
Allo 1eck-out after shift end time (in minutes 01-06-2020 
60 Attendance will be marked automatical y¢ nly after this 
Jate 
Time after the end of shift during which check-out 
considered for attendance Last Sy of Checkin 
09-06-2020 22:00:27 
Suc 
nly 
from all the locations 
are unsure 
1. Set Process Attendance After (Attendance will be marked Only after this date) 


2. Set Last Sync of Checkins (It is the time before which all the checkin will be considered. Note: If it is less then shift end Time then 
it will not consider that day checkin because it means that shift is not over yet) 

C.Click on Mark Auto Attendance to check whether it is working 

Note: As our scheduler will run the process to mark attendance automatically every hour. But after upload or creating check-ins you need to 


check your Process Attendance After and Last Sync of Checkins in Shift Type. 


INTEGRATING ERP WITH BIOMETRIC ATTENDANCE DEVICES 


Background_ 

The Attendance punch logs from the biometric device are check-in and check-out logs of an employee. ERP has a provision to store these 
logs in a document called Employee Checkin. 

Attendance can then be marked based on the Employee Checkin records and the Shift Type of the employee by using Auto Attendance 
Hence, integrating your Biometric Device (or any access contro! system that collects IN/OUT logs), can be done using the following steps: 

1. Setting up Auto Attendance to mark attendance from the Employee Checkin_ 

Before you import/sync employees’ Check-in and Check-out logs into your ERP system, you will have to set up the employees and their shifts 
to be able to generate attendance using the Auto Attendance feature in ERP. 


Please refer to the following link to set up Auto Attendance: Set up Auto Attendance 


92 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800896 


- 652 - 


MAN ENERGY 


woe 


Once you have set up the employee master and assigned shifts to the employees, you are now ready to proceed to the next step. 


2. Populating the Biometric Punch Logs into ERP's Employee Checkin_ 
Depending on your biometric system and its features, there can be a lot of ways you can populate the Punch logs into ERP: 
1. Use ERP's Data Import Tool: 
e = The simplest possible solution (in terms of implementation complexity) would be to generate an Excel/CSV of the Check- 
in/Check-out and use the built-in data import tool in ERP to periodically import the logs to your Employee Checkin 
Document 


e Please refer to ERP's Documentation on Data Import Tool for more on how to do this. 


2. API Integration: 
e@ You can automate the process of syncing the Biometric Punch Logs by integrating it with the available API in ERP. 
e = This method requires some technical knowledge and you should probably get in touch with your ERP implementor or 
Biometric system vendor. 
e Steps: 
1. You will first need to create a user in your ERP instance that would be used for creating logs since this API 
method requires login. Make sure this user has all the required permissions to create Employee Checkin. 


2. Generate API Key and API Secret for the user which will be used for authentication. 


3. | Make sure you have set the Attendance Device ID (Biometric/RF tag ID) for the employees based on your 


Biometric Device. 
4. The API implementation details can be foundhereand the API can_ be accessed 
at: /api/method/ERP.hr.doctype.employee_checkin.employee_checkin.add_log_based_on_employee_field. 
5. You can write a script to send a POST request to the API. This endpoint finds the relevant Employee using the 
employee field value and creates an Employee Checkin. Details of the API endpoint: 
@ — URL: /api/method/ERP.hr.doctype.employee_checkin.employee_checkin.add_log_based_on_emplo 
yee_field 
@ = Method: POST 
e Params: 
@ —employee_field_value: The value to look for in the employee field. This will be the 
Attendance Device ID found in your biometric logs and also set in the employee record. 
e@ timestamp: The timestamp of the Log. Currently expected in the following format as a 
string: ‘2022-04-08 10:48:08.000000' 
e — device_id: (optional) Location / Device ID. A short string is expected. 
e@ —log_type: (optional) Direction of the punch if available (IN/OUT). 
e@ — skip_auto_attendance: (optional) Skip auto attendance field will be set for this log (0/1) 
e@ ~—employee_fieldname: (Default: attendance_device_id) Name of the field in Employee 
DocType based on which employee lookup will happen. 
e@ — Response: Returns an Employee Checkin document object which was inserted. 
3. Set up a python script on your computer to integrate ZKTeco or similar devices: 
e@ = This method works only for ZKTeco or similar devices that use the ZKProtocol to communicate over TCP/IP. 


e This script is available at: github:frappe/push-biometric-ERP. 


e Please follow the instructions given on the script page to set it up on your computer. 
e This Script pulls biometric logs from a supported device and uses the API mentioned in the above step to push the data 
into ERP. 
Frequently Asked Questions_ 


1. How do | select a Biometric Device which is compatible with ERP?_ 
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However, for the third method, the push biometric app internally uses a script that is compatible with the devices listed over here. Typically, 


If you are using method 1 or 2, you don't need to worry about compatibility. 


any ZKTeco or similar device that uses the ZKProtocol to communicate over TCP/IP should work. As far as buying the device is concerned, we 
suggest you opt for a device trial with the vendor if possible, where the device can be tested with the sync tool, as it's dependent on multiple 
factors when it comes to compatibility. 


2. How do | know which method to use for integrating my biometric device with ERP?_ 


Method 1 is feasible in any situation but requires you to manually import logs periodically. Methods 2 and 3 need some monitoring and work 
for a one-time setup for the log syncing to be automated. 

For a single location set up: 

In the Push Biometric Device approach, the tool needs to be able to communicate with your biometric device via TCP/IP. So, it is usually the 
case that it needs to run on the same LAN Network as the biometric device. To sync these fetched logs to your ERP instance it uses API access. 
This works best when you have a single location set up. 

For a multi-location set up: 

In this case, we usually recommend method 2 where most biometric vendors provide services to sync the biometric device logs from multiple 


locations to ERP via API access. Method 3 (push biometric attendance tool) can also work in this case if you have some networking knowledge. 


Loan Management 


LOAN MANAGEMENT 


Loan Management module in ERP helps you manage your loans right from Loan Application to Loan Closure. You can track disbursements, 
repayments, security pledging and unpledging, loan interest accrual and much more. 


Here is the flow of the loan management cycle : 


Loan Security eT Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall tar ea Loan Security Unpledge 
Loan Type —> Loan —?P ~=LoanDisbursement ——~ LoaninterestAccrual ——p> Loan Repayment 


Loan Security Type defines the type of security that can be pledged against a loan like Stocks, land, etc. 
During a loan process, if the loan for which the applicant is applying is a secured loan then some kind of security needs to be pledged against 


that loan. In Loan Security Type master you can define that type of security. 
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Loan Security = Process Loan Security 
Ty Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall car etal rt Loan Security Unpledge 
Loan Type —> Loan —?P = LoanDisbursement ——~ LoaninterestAccrual ——p> Loan Repayment 
To access the Loan Security Type list, go to: 
Home > Loan Management > Loan Security > Loan Security Type 
B > Loan Management > Loan Security >» new-loan-security- Q Search or type a command (Ctrl + G) a Help ~ A 
New Loan Security ~ so: seo [save | 
Loan Security Name * Loan Security Type * 
INFY Stock 
Haircut % Unit Of Measure * 
50.000 Nos 
Loan Security Code Disabled 


$32775 


A Loan Security Type contains details about: 
e@ Unit Of Measurement: The UOM of the loan security 
@ Haircut %: The haircut on that loan security 


e@ Loan to Value Ratio: The Loan To Security Value Ratio, below which loan security shortfall should be created 


Haircut percentage is the percentage difference between market value of the Loan Security and the value ascribed to that asset when used as 


collateral for that loan. 


LOAN SECURITY 


A Loan Security is the actual security that is going to be pledged against a loan. 
During a loan process, if the loan for which the customer is applying is a secured loan then some kind of security needs to be pledged against 


that loan. Loan Security specifies the actual security that is going to be pledged against a Loan. 


Loan Security nant Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall ar ir Loan Security Unpledge 
Loan Type —> Loan —> Loan Disbursement —— > LoaninterestAccrual ——p> Loan Repayment 


To access the Loan Security list, go to: 


Home > Loan Management > Loan Security > Loan Security 
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B > Loan Management > Loan Security > INFY Q Search or type a command (Ctrl + G) OQ Hepy A 


= INFY  - Enabled <\f> Vall- 


2 Assigned To 
+ Connections ~ 


@ Attachments Loan Application + Loan Security Pledge + 


Attach File 1 Loan Security Price 9 + Loan Security Unpledge = + 


of Reviews 
" 
Loan Security Name * Loan Security Type * 
& Shared With 
INFY Stock 


Haircut % Unit Of Measure * 


50.000 Nos 


Loan Security Code Disabled 


532775 
i?) 0 FOLLOW 


1. Prerequisites" 

Before creating and using a Loan Security, it is advised that you create the following first: 
@ Loan Security Type 

2. How to Create a Loan Security 
1. Go to the Loan Security list, click on New. 

Select the Loan Security Type. 

Enter Haircut %. 

Enter Loan Security Code. 

Enter current Loan Security Price. 


Enter Unit of Measurement 


NO 7 B® OB WN 


Click on Save. 


LOAN SECURITY PRICE 


Loan Security Price is the record in which you can log the loan security price and its validity. 
During a loan security price update process, Loan Security Price is used to fetch the valid loan security price for updation. 
To access the Loan Security Price list, go to: 


Home > Loan Management > Loan Security > Loan Security Price 
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> Loan Management > Loan Security Price > LM-LSP-0001 Q Search or type a command (Ctrl + G) OQ Hepy A 


= LM-LSP-0001 <> 6 
2, Assigned To 

Loan Security * UOM 
+ 

INFY Nos 

@ Attachments 

Loan Security Name 
Attach File + 


INFY 
dr Reviews 
Loan Security Type 


+ 
Stock 
3 Shared With 
+ 
Tags Loan Security Price * 
Add atag 5,00,000.00 
(¢) t°) FOLLOW Valid From * Valid Upto * 


01-01-2021 15:56:06 31-12-2021 15:56:06 


just 


1. Prerequisites" 


Before creating and using a Loan Security Price, it is advised that you create the following first: 


e Loan Security Type 


e@ Loan Security 
2. How to Create a Loan Security Price_ 


1. Go to the Loan Security Price list, click on New. 


2. Select the Loan Security. The Loan Security Type and UOM will be automatically fetched from the Loan Security Type master. 
3. Enter Loan Security Price. 
4. — Enter the Valid From and Valid Up to timestamps. 
5. — Click on Save. 
LOAN TYPE 


A Loan Type is where you can define various loan types and their properties like rate of interest, loan account details, etc. 


ma ae Loan Application sip esa rad 
Loan Security Loan Security Pledge Loan Security Shortfall shir ellen Loan Security Unpledge 
Loan Type —> Loan —P = LoanDisbursement ——~ LoaninterestAccrual ——p> Loan Repayment 
To access the Loan Type list, go to: 
Home > Loan Management > Loan > Loan Type 
1. How to Create a Loan Type_ 
1. Enter Loan Name. 
2. Enter Company. 
3. Enter yearly rate of interest to be charged on the principal amount. 
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4. — Enter Mode Of Payment and account details. 
5. Click "Save" to save the draft of the loan type. 
6. — Click "Submit" to submit the loan type 


B Human Resources Loan Type Q Settings > Help~ 74 | 


i @ Enabled @<> Menu 
Medical | save | 


Attachments 


sch File + Maximum Loan Amount 


Disabled 


50,000.00 
Tags 


Rate of Interest early For medical emergencies 
Reviews 10.000 


Shared With 


2. Feature_ 

2.1 Creating Term Loans and Demand Loans_ 

Is Term Loan: Is Term Loan specifies whether a Loan is a Term Loan or a Demand Loan. If this is unchecked any loan of this type will be 
considered as a demand loan and an automatic repayment schedule won't be generated for that loan. 


Demand Loans are open ended loans which do no have a fixed repayment schedule or a fixed repayment amount. 


LOAN APPLICATION 


A Loan Application contains details about the applicant and loan security details for review. 
During a loan process, the first step a customer or employee has to do is submit a Loan Application for review. In case of a secured loan, a 


Loan Application can also contain proposed loan securities. 


Loan Security Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall sa oie Loan Security Unpledge 
Loan Type —_> Loan —~ =LoanDisbursement —— Loaninterest Accrual ——p> Loan Repayment 


To access the Loan Application list, go to: 


Home > Loan Management > Loan > Loan Application 
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B Human Resources Loan Application Q Settings Help~ 5 
HR-EMP-000071 « submittea ACC-LOAP-2019-00001 & <> Menu~ Cancel 
Tags Applicant Type Posting Date 
Employee 22-08-2019 
Reviews . “ 
Applicant Status 
HR-EMP-00001 Approved 
Shared With 
Applicant Nai ompa 
George Smith Unico Plastics Inc. 


Medical For medical emergency 


2% 30,000.00 


Required by Date 


31-08-2019 


1. Prerequisites" 


Before creating and using a Loan Security, it is advised that you create the following first: 


e Loan Security Type 
e Loan Security 


e Loan Type 
2. How to Create a Loan Application_ 


Go to Loan Application List, click on New. 


2. Select the Applicant Type. 

3. Select the Applicant. 

4. Select the Loan Type. All the loan details like rate of interest, loan accounts will be automatically fetched from the Loan Type. 

5. Enter the Loan Amount. 

6. If the loan is a term loan, enter the Repayment Method. If the Repayment Method is selected as "Repay Over Number Of Periods" 


then you will have to enter the number of months in which the repayment will be made in "Repayment Period in Months". If the 
repayment method is selected as "Repay Fixed Amount per Period " then you will have to enter the "Monthly Repayment Amount". 
7. You can also mention the proposed securities that will be pledged against a loan. For that, first tick the "Is Secure Loan" checkbox. 
Then in the proposed pledges table, you can enter the securities and their quantities. 
8. Click "Save" to save the draft of the Loan Application. 
9. Click "Submit" to submit the loan application. 
3. Features_ 
3.1 Creating the Loan Security Pledge_ 


A Loan Security Pledge based on the proposed securities can be created from the Loan Application itself via Create button on the top right. 


This Loan Security Pledge can then be pledged against a loan as an initial Loan Security Pledge. 
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Q Search or type a command (Ctrl + G) 


B > Loan Management > Loan Application >» ACC-LOA 


= Arvind Goyal  - submitted Create: << >» @ «Cancel 


&, Assigned To 
+ Connections ~ 


@ Attachments Loan + 


Attach File + Loan Security Pledge ff + 


dr Reviews 


+ 
Applicant Type * Company * 


& Shared With 
Unico Plastics Inc 


Customer 
+ 
Applicant * Posting Date 
Arvind Goyal 17-05-2021 


Bis 0 FOLLOW 


Status 
Approved : 
3.2 Submitting the Loan Application_ 


Once a Loan Application is submitted and approved, you can create a Loan from the Loan Application using the Create button and all the 


required details from the Loan Application will be automatically mapped in the loan. 


B > Loan Management > Loan Application » ACC-LOAP-2021-00001 Q Search or type a command (Ctrl + G) Q Hep» A 
= Arvind Goyal - submitted Createz << > @& = Cancel 
2, Assigned To 
+ Connections ~ 
Attach File + Loan Security Pledge 9 + 
w Reviews 
ry 
Applicant Type * Company * 
& Shared With 
Customer Unico Plastics Inc 
+ 
Applicant * Posting Date 
® Tags 
. Arvind Goyal 17-08-2021 
Add atag 
Status 
Approved 
OQ: oO FOLLOW 
Loan Security Pledge contains the loan security and the quantity pledged against a Loan. 
Loan Security : Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall her ei a Loan Security Unpledge 


— ~ ~~ LoanDisbursement —— LoaninterestAccrual ——p> Loan Repayment 


Loan Type —_ Loan 
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To access the Loan Security Pledge list, go to: 


Home > Loan Management > Loan > Loan Security Pledge 


B > Loan Management > Loan Security Pledge > LS-Arvind Goyal-00001 Q Search or type a command (Ctrl + G) QO Hepy A 
LS-Arvind Goyal-00001  - brat: éif>\fe){- 
@ Attachments 
Loan Details 
Attach File + 
Applicant Type * Company * 
vw Reviews 
digas Customer $ Test Company = 
+ 
Applicant * Status 
} Shared With 
ae ~ Arvind Goyal Requested 
+ 
Loan 
Tags 
Add atag 
Loan Application 
ACC-LOAP-2021-00001 
O- i?) FOLLOW 
You edited this P . 
palren Loan Security Details 


Securities 


No Loan Security Quantity Loan Security Price Amount 
1 INFY 100 % 5,000.00 = 5,00,000.00 @ Edit 


Add Row 


1. Prerequisites" 


Before creating and using a Loan Security, it is advised that you create the following first: 


e Loan Security Type 
e Loan Security 
e Loan Application 


2. How to Create a Loan Security Pledge_ 

1. Goto Loan Security Pledge List, click on New. 
Select Applicant Type. 
Select the Applicant. 


Select Company. 


Or Pe > . he 


Enter the Loan Securities and their quantities to be delivered in the Securities table. The Loan Security Price will be fetched from the 
Item master Valuation Rate and the amount will be auto calculated. 

6. Click "Save" to save the draft of the Loan Security Pledge. 

7. — Click "Submit" to submit the Loan Security Pledge. 

8. Once the Loan Security Pledge is Submitted it is ready to be Pledged Against a Loan. 
2.1. Other ways to create a Loan Security Pledge 


1. You can also create a Loan Security Pledge from an approved Loan Application via the Create button on the top right 
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B > Loan Management > Loan Application » ACC-LOAP-2021-00001 Q Search or type a command (Ctrl + G) QO Hepy A 
= Arvind Goyal  - submitted Create: << >» @ Cancel 
2, Assigned To 
+ Connections ~ 
@ Attachments Loan + 
Attach File + Loan Security Pledge §} + 
tr Reviews 
+ 
Applicant Type * Company * 
& Shared With 
Customer Unico Plastics Inc 
+ 
Applicant * Posting Date 
Tags 
Arvind Goyal 17-05-2021 


Status 
Approved < 


2. Oryou can also create a Loan Security Pledge from the Loan Security Shortfall in case of a loan security to value shortfall by clicking 


is 0 FOLLOW 


on the Add Loan Security button on the top right 


B Loan Management Loan Security Shortf.. Q Settings > Helpy  & 
LM-LSS-00031 ° Penains B<> Menus 
Comments ti) Add Loan Sect 
Assigned To Loan Shortfall Time 
Assign + 

ACC-LOAN-2019-00381 10-10-2019, 7:47 am EDT 
Attachments 

‘ America/New_York 

Attach File + Status 

Pending 
Tags 
Add a tag 


Loan record is the loan account which contains all the information regarding a loan. 
Loan record acts as a loan account which contains all the applicant details, repayment schedule, and repayment info. All the loan related 


documents like Loan Disbursement, Loan Repayment, etc are linked to a Loan. 


To access the Loan List list, go to: 
Home > Loan Management > Loan > Loan 
1. Prerequisites" 


Before creating and using a Loan, it is advised that you create the following first: 


e Loan Security Type 

@ Loan Security 

e Loan Type 

@ ~~ Loan Application 

e Loan Security Pledge 


2. How to Create a Loan_ 


1. Go to Loan List, click on New. 
2. Select Applicant Type. 
3. Select the Applicant. 
4. Select Loan Application if Loan Application is created against that Applicant. All the details in loan application will be automatically 
fetched in the Loan record. 
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Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 
+ 
Shared With 


+ 


You edited this 
3 days ago 


You created this 
3 days ago 


5. Select Company. 


6. — Enter posting date. 


Loan 


ACC-LOAN-2020-00007 ¢ submittea 


DASHBOARD 


Applicant Type 


Customer 


Applicant 


Arvind Goyal 


LOAN DETAILS 
Loan Type 


Stock Loan 


Loan Amount 
= 1,000,000.00 
¥ Is Secured Loan 
Rate of Interest (%) / Year 


13.5% 


Disbursement Date 


01-27-2020 


Disbursed Amount 


% 1,000,000.00 


saving the loan document. 


Loan 


ACC-LOAN-2019-004372 « submittea 


ACCOUNT INFO 


Mode of Payment 


Cash 


Payment Account 


Payment Account - _TC 


7. — If applicant type is Employee then check "Repay from Salary" if loan will be repaid from salary. 


Q 


Company 


United Finance 


Posting Date 


01-27-2020 


Status 


Disbursed 


Is Term Loan 
Repayment Method 


Repay Over Number of Periods 


Repayment Period in Months 


12 


Monthly Repayment Amount 


= 89,553.00 


Repayment Start Date 


02-27-2020 


8. Enter Loan Type. All the loan accounts, mode of payment and other loan details like whether the loan is a term loan or demand 


loan will be automatically fetched from the loan type master. If loan is a term loan repayment schedule will be auto generated on 


Loan Account 


Loan Account -_TC 


Interest Income Account 


Interest Income Account - _TC 


Penalty Income Account 


Penalty Income Account - _TC 
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Loan Management Loan Q Settings ~ Help~ 9 x 
ACC-LOAN-2019-00417 « submitted &<> = Menur — Cancel 
REPAYMENT SCHEDULE 
Repayment Schedule 
Payment Date Principal Amount Interest Amount Total Payment Balance Loan Amo... 
1 10-09-2019 = 31,321.00 % 4,500.00 = 35,821.00 = 3,68,679.00 
2. 11-09-2019 = 31,673.00 2 4148.00 = 35,821.00 % 3,37,006.00 
3 12-09-2019 % 32,030.00 % 3,791.00 = 35,821.00 @ 3,04,976.00 
4 01-09-2020 2 32,390.00 2 3,431.00 % 35,821.00 % 2,72,586.00 
5 02-09-2020 % 32,754.00 = 3,067.00 = 35,821.00 = 2,39,832.00 
6 03-09-2020 % 33,123.00 = 2,698.00 = 35,821.00 2 2,06,709.00 
7 04-09-2020 2 33,496.00 2% 2,325.00 = 35,821.00 % 1,73,213.00 
8 05-09-2020 = 33,872.00 2 1,949.00 = 35,821.00 2 139,341.00 
9 06-09-2020 = 34,253.00 = 1,568.00 = 35,821.00 = 1,05,088.00 
10 07-09-2020 2 34,639.00 2 1,182.00 = 35,821.00 = 70,449.00 
11 ~~ (08-09-2020 = 35,028.00 2% 793.00 = 35,821.00 % 35,421.00 
12 09-09-2020 % 35,421.00 = 398.00 2 35,819.00 20.00 


9. Check ‘Is Secured Loan’ if the loan is a secured loan. Also select 'Loan Security Pledge’ if the loan is a secured loan. 
10. Click "Save" to save the draft of the Loan. 
11. Click "Submit" to submit the Loan Security Pledge. 
12. Once the Loan is submitted the loan amount is ready to be disbursed. 
2.1. Other ways to create a Loan_ 


You can also create a Loan from an approved Loan Application via the Create button on the top right. 


B > Loan Management > Loan Application » ACC-LOAP-2021-00001 Q Search or type a command (Ctrl + G) OQ Hep» A 


= Arvind Goyal + Submitted Create > < > & Cancel 


2, Assigned To 


+ Connections ~ 
dics 
Attach File + Loan Security Pledge = + 


tr Reviews 


+ 
Applicant Type * Company * 
& Shared With 
Customer Unico Plastics Inc 
re 
Applicant * Posting Date 
® Tags 
Add Arvind Goyal 17-05-2021 
atag 


Status 
Approved : 
O- 0 FOLLOW 


3. Features_ 


3.1 Creation Of Disbursement Entry_ 
After submitting the Loan document, if the status is "Sanctioned" and "Repay from Salary" is unchecked, you can create Loan 


Disbursement from the loan document via Create button on top right. 
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° 
B Loan Management Loan Q Settings Helpy  & 
ACC-LOAN-2020-00014 ¢ submittea B<> Menu~ — Cancel 
Comments i) Create ~ 
i 
DASHBOARD 
Assign + 
Attachments Applicant Type Company 
Attach File + Employee United Finance 
Tags 
Applicant 
Add a tag 
EMP-00001 02-27-2020 
Reviews 
. Status 
Sanctioned 
Shared With 
+ Repay from Salary 


3.2 Creation Of Repayment Entry 


If the loan is fully or partially disbursed and "Repay from Salary" is unchecked, you can create a Loan Repayment from the loan document 


via Create button on top right. 


B Loan Management Loan Q Settings Help» 9 s 
ACC-LOAN-2020-00007 @ Submitted ®@<> = Menuy = Cancel 


Comments 0 Create ~ 


Assigned To RAEROKEE Loan Repayment 
Assign + 


Attachments Applicant Type 


Company 


Attach File + Customer United Finance 


Tags . 
Applicant Posting Date 


Arvind Goyal 01-27-2020 


Add a tag 


Reviews 
Status 
+ 


Disbursed 
Shared With 


+ 


3.3 Loan Repayment Deduction from salary_ 


To auto deduct the Loan repayment from Salary, check "Repay from Salary" in Loan. It will appear as Loan Repayment in Salary Slip and a Loan 


Repayment record will also be automatically created for the it. 


° 
B Human Resources Salary Slip Q Settings ~ Help~ s & 


test_employee@loan.com °¢ submitted Sal Slip/EMP-00007/00002 & <> Menu~ Cancel 


LOAN REPAYMENT 


Employee Loan 


Loan Loan Account Interest Income Ac... Principal Amount interest Amount 
1 ACC-LOAN-2019-... Loan Account - _TC Interest Income Acc... = 13,092.00 = 1,960.00 
2 ACC-LOAN-2019-... Loan Account - TC Interest Income Acc... 20.00 2 304.87 
Total Principal Amount Total Loan Repayment 
2 13,092.00 2 15,356.87 


Total Interest Amount 


@ 2,264.87 


LOAN DISBURSEMENT 


Once a Loan is sanctioned, the loan amount is ready to be disbursed. For that, a Loan Disbursement entry is created. 


ial Y P.O.Box 128448, Dubai, United Arab Emirates 
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- 665 - man.energy 800696 
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Loan Security ‘ Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall bar etal rt Loan Security Unpledge 
Loan Type —_ Loan —?~ = LoanDisbursement ——p Loaninterest Accrual ——p> Loan Repayment 
To access the Loan Disbursement list, go to: 
Home > Loan Management > Disbursement and Repayment > Loan Disbursement 
B Loan Management Loan Disbursement Q Settings Help» 9 a 
LM-DIS-00007 ¢ suvmittes B<>  Menu~ — Cancel 
Comments 0 View + 
Assigned To A 
Against Loan mpany 
Assign + 
ACC-LOAN-2020-00015 United Finance 
Attachments 
Attach File + Disbursement Date Applicant Type 
02-27-2020 Customer 
Tags 
Add a ta F . 
Applicar 
Reviews Arvind Goyal 
+ 
Shared With Pending Amount For Disbursal 
+ 2 1,000,000.00 


Main - UF 


1. Prerequisites" 
Before creating a Loan Disbursement, you must create the following first: 
e Loan 
2. How to Create a Loan Disbursement_ 
Go to Loan Disbursement List, click on New. 
Select Loan against which the loan amount is to be disbursed. The Applicant Type and Applicant will be fetched from the Loan. 
Enter Disbursement Date. 


Enter Disbursed Amount. 


a 


Click "Save" to save the draft of the Loan Disbursement. 
6. — Click "Submit" to submit the Loan Security Pledge. 
2.1. Other ways to create a Loan Disbursement_ 


You can also create a Loan Disbursement from a sanctioned Loan via the Create button on the top right 


P.O.Box 128448, Dubai, United Arab Emirates 
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B Loan Management Loan 
ACC-LOAN-2020-00014 ° submittea 
Comments i) 
Assigned To 
Attachments Applicant Type 
oe? Employee 
Tags 
fatag 
EMP-00001 
Reviews 
+ 
Shared With 
+ 
3. Features_ 


3.1 Multiple Disbursements against a Loan_ 


3.2 Loan Topup_ 


loan. This is known as a loan topup. 


LOAN INTEREST ACCRUAL 


aerial Loan Application 
Loan Security Loan Security Pledge 
Loan Type > Loan 


To access the Loan Interest Accrual list, go to: 


— 


nF 


United Finance 
02-27-2020 


Sanctioned 


Repay from Salary 


Multiple Loan Disbursements can be made against a Loan unless you don't cross the sanctioned amount loan amount against a Loan. 


Loan Disbursement can also be made once some of the loan amount is repaid and adequate amount of security is still pledged against that 


Loan Interest will be accrued monthly on first day of every month for demand loans and one day before payment day for term loans. 


Process Loan Security 


Shortfall 


Loan Security Shortfall 


Loan Disbursement 


—} 


Home > Loan Management > Disbursement and Repayment > Loan Interest Accrual 


° 
Q Settings Helpy  & 


@<> = Menu~ = Cancel 


Create ~ 


Loan Disbursement 


Process Loan Interest 


‘Accrual Loan Security Unpledge 


Loan Interest Accrual 


+} 


Loan Repayment 


MAN ENERGY 
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B Loan Management Loan Interest Accrual 
LM-LIA-00004 ¢ surmittes 
Comments ° 
Assigned To , Come 
_ Company 
. ACC-LOAN-2020-00011 United Finance 
Attachments 
Attach File + Applicant Type josting Date 
Customer 10-16-2019 
Tags 
Add a tag Applicant Is Term Loan 
Reviews Arvind Goyal Is Paid 
+ 
nterest Income Account 
Shared With Interest Income Account - UF 
+ Account 
an Accour 
Loan Account - UF 
ending Principal Amount interest Amount 
%1,000,000.00 = 5,917.81 


LM-PLA-00002 


A Loan interest accrual contains the details about: 
@ Loan: The Loan against which the interest has been accrued 
e = Applicant: The applicant type and the applicant name 
e@ Pending Principal Amount: Pending Principal amount against the loan 


e Interest Amount: Interest Amount accrued against the loan 


e Process Loan Interest Accrual is the process by which Loan Interest was accrued 


LOAN REPAYMENT 


Loan Repayment entry is used to track repayments against loans. 


Loan Security ‘ Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall tare 
Loan Type Se ad Loan —?~ ~~ LoanDisbursement —— Loaninterest Accrual 


To access the Loan Disbursement list, go to: 


Home > Loan Management > Disbursement and Repayment > Loan Repayment 


e@ Is Paid: Is paid checkbox indicates whether the accrued loan interest has been paid or not 


° 
Settings Helpy i & 


@<> = Menu~ = Cancel 


View 


Loan Security Unpledge 


Semen cdl Loan Repayment 
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ba yo 


B Loan Management Loan Repayment Q Settings + Help» 9 s 
LM-REP-O002 « submitted @&<> = Menuy — Cancel 
Comments i) View ~ 
Assigned To Z 
ACC-LOAN-2020-00007 United Finance 
Attachments 
Attach File + Applicant Type Posting Date 
Customer 03-05-2020 00:00:00 
Tags 
Add a tac . 
Applicant 
Reviews Arvind Goyal W |s Term Loan 
a 
Shared With Stock Loan 
+ 
Payment Type 
Regular Payment 
You edited this AYMENT DETAILS 
3d 
Due Date Payable Principal Amount 
You created t 
$ dayseg 02-28-2020 = 78,303.00 
Pending Principal Amount Penalty Amount 
= 1,000,000.00 215.41 
Payable Amount Paid 
= 11,250.00 % 89,768.75 
Payable Amount 
% 89,568.41 


Main - UF 


1. Prerequisites" 
Before creating a Loan Disbursement, you must create the following first: 
e Loan 


e Loan Interest Accrual 


2. How to Create a Loan Repayment_ 
1. Goto Loan Repayment List, click on New. 
2. Select Loan against which repayment is being made. The Applicant Type and Applicant will be fetched from the Loan. 
3. Select Payment Type. The default option is ‘Regular Repayment’ which is selected in case of normal monthly payment and ‘Loan 
Closure’ in case of final repayment or the Loan needs to be closed. 
4. — Enter Posting Date. On entering the Posting Date, all the payable amounts like pending principal amount, interest payable, penalty 
amount, and payable amount will be automatically fetched. 
5. Click "Save" to save the draft of the Loan Repayment Entry 
6. — Click "Submit" to submit the Loan Repayment Entry. 
2.1. Other ways to create a Loan Repayment_ 


You can also create a Loan Repayment from a disbursed Loan via the Create button on the top right of a Loan. 


P.O.Box 128448, Dubai, United Arab Emirates 
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man.energy 800695 


( | 


B Loan Management Loan 


ACC-LOAN-2020-00007 ¢ submittea 


Comments i) 


Assigned To 


Assign + 


Attachments Applicant Type 


Attach File + Customer 


Tags 
Add a tag 


Applicant 


Arvind Goyal 


Reviews 


+ 


Shared With 


+ 


LOAN WRITE OFF 


To access the Loan Write Off list, go to: 


B Loan Loan Write Off 
LM-WO-00009 ° pratt 


Comments (1) Submit this document to confirm 


Assigned To 
Assign + 


ACC-LOAN-2020-01394 
Attachments 


ch File + Applicant Type 
Tags Customer 
Add a tag 
Applicant 
Reviews Arvind Sharma 
+ 
Shared With 


+ 


Main - UF 


unt 


Write Off - UF 


1. Prerequisites" 


e Loan 


2. How to create a Loan Write Off_ 


Loan. 
Enter Posting Date. 
Select the Write Off Account. 


Enter the write off amount. 


Se Gu a 


Before creating a Loan Write Off, you must create the following first: 


1. Goto the Loan Write Off list, click on New. 


Click "Save" to save the transaction 


° 
Q Settings Helpy i & 
@&<> = Menuy Cancel 


Create ~ 


Loan Repayment 


Company 


United Finance 


Posting Date 


01-27-2020 


Status 


Disbursed 


Loan Write Off is used to write off the pending principal amount against a loan in order to close the loan. 


Home > Loan Management > Disbursement and Repayment > Loan Write Off 


2 
Q Settings Helpy w & 


c 


United Finance 


Posting Date 


10-21-2020 


ite Off Amount 


2,500.00 


2. Select the Loan for which the principal amount has to be written off. The Applicant Type and Applicant will be fetched from the 
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7. — Click "Submit" to submit the Loan Write Off entry. 
3. Features_ 


3.1 Write off principal amount against a loan_ 


LOAN SECURITY UNPLEDGE 


Loan Security aie Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall scarp Interest 
ccrual 
Loan Type —> Loan — ?~ = LoanDisbursement ——~ Loaninterest Accrual 


To access the Loan Security Unpledge list, go to: 
Home > Loan Management > Loan Security > Loan Security Unpledge 
1. Prerequisites" 


Before creating a Loan Security Unpledge, you must create the following first: 


e Loan Security Type 

e Loan Security 

e Loan 
2. How to Create a Loan Security Unpledge_ 
Go to Loan Security Unpledge List, click on New. 
Select Loan against which the securities are unpledged. 
Select Applicant. 


Select Company 


OT Be Gs “NES 


securities needs to be unpledged. 
Click "Save" to save the draft of the Loan Security Unpledge. 


7. — Click "Submit" to unpledge the loan securities 


Loan Write Off allows you to write off any bad debts against a loan and request loan closure. 


Once all the loan amount is paid, a Loan Security Unpledge is created for unpledging the securities. 


In the securities table enter the Loan Security and their quantity to be unpledged. Also enter the Loan Security Pledge for which the 


Loan Security Unpledge 


—+ 


Loan Repayment 


43_bi of 


mAN ENERGY -671- 
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B Loan Management Loan Security Unpled. 

LSU-Arvind Goyal-00001 ° Approved 

Comments te) ' 

Assigned To 

“es ACC-LOAN-2020-00003 

Attachments 

Attach File + pplicant Type 
Customer 

Tags 

Addat 

Ravinvis Arvind Goyal 

4 

Shared With AN SECURITY DETAI 


Loan Security 


1 Test Security 1 


2.1. Other ways to create a Loan Security Unpledge_ 


ACC-LOAN-2020-00003 ¢ submitted 
Comments 0 
Assigned To 

ssign + 
Attachments 
= * Customer 
Tags 

dda 

Arvind Goyal 

Reviews 

+ 
Shared With 

+ 

3. Features_ 


3.1 Approval of Loan Security Unpledge Request_ 


PROCESS LOAN SECURITY SHORTFALL 


Price. 


Company 


United Finance 


tatus 


Approved 


Against Pledge 


LS-Arvind Goyal-00001 


You can also create a Loan Security Unpledge from a Loan on which loan closure is requested via the Create button on the top right 


mpany 


United Finance 


Posting Dat 


02-01-2020 


Loan Closure Requested 


On approval of the Loan Security Unpledge it will automatically update the qty and status in the corresponding Loan Security Pledge. In case 
of full unpledge the status in Loan Security Pledge against which the unpledge request is made will set as "Unpledge" otherwise it will be set 


as "Partially Pledged". In case of full unpledge, the Loan against which unledge request is made will also be automatically closed. 


Process Loan Security Shortfall record is created on loan security price update and is also used for manual processing of Loan Security 


2 
Q Settings Help» oF & 
6&<> Menu Cancel 
Quantity 
4,000 


° 
Q Settings ~ Helpy w & 
@&<> = Menu~ = Cancel 
Create ~ 


Loan Security Unpledge 
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Loan Security Loan Application Process Loan Security 
Type PP Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall bcacarletat rtaa Loan Security Unpledge 
Loan Type —»> Loan — ?P = LoanDisbursement ——~ LoaninterestAccrual ——p> Loan Repayment 
To access the Process Loan Security Shortfall list, go to: 
Home > Loan Management > Loan Processes > Process Loan Security Shortfall 
B Loan Management Process Loan Securi. Q Settings > Help~ i 
62c71f8f7e-1 @ submitte &<> = Menux Cancel 
Comments i) DASHBOARD 
Assigned To 
, Loan Security Shortfall 
Attachments 
10-09-2019, 5:10 pm EDT 
Tags 
Adda Ameri 
Reviews 
10-31-2019, 5:10 pm EDT 
Shared With _ 


62c71f8f7e 


1. Prerequisites" 

Before creating a Loan Security Unpledge, you must create the following first: 
e Loan Security Type 
e@ Loan Security 


e Loan Security Price 


2. How to create Process Loan Security Shortfall_ 
1. Go to Process Loan Security Shortfall List, click on New. 


2. Enter From Time and To Time. All the Loan Security Price between the From Time and To Time will be considered for updating the 
Loan Security Master. 

3. Enter Loan Security Type if only the prices of a specific Loan Security Type needs to be updated. 

4. Click "Save" to save the draft of the Loan Disbursement. 


5. — Click "Submit" to submit the Loan Security Pledge. 


PROCESS LOAN INTEREST ACCRUAL 


Process Loan Interest record is created on every loan Interest accrual cycle and is also used for manually processing loan interest 


accrual. 


= S P.O.Box 128448, Dubai, United Arab Emirates 
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- 673 - man.energy 800696 


Loan Security Loan Application Process Loan Security 
Type PP! Shortfall 


Loan Security Loan Security Pledge Loan Security Shortfall Le spl ath Loan Security Unpledge 
Loan Type —»> Loan — ?~ = LoanDisbursement —— LoaninterestAccrual ——p> Loan Repayment 


To access the Process Loan Interest Accrual list, go to: 
Home > Loan Management > Loan Processes > Process Loan Interest Accrual 
Loan Interest will be accrued monthly on the first day of every month for demand loans and one day before payment day for term loans by a 


background job. If you want to accrue interest manually against a loan then it can be done using Process Loan Interest Accrual. 


° 
B Loan Management Process Loan Intere. Q Settings ~ Help~ g & 
€06c0e62671 « suvmittea &<> = Menur Cancel 
Comments i) 
Assigned To 
a Loan Interest Accrual 
Attachments 
A e+ Posting Date 
10-28-2019 
Tags 
; U 
Reviews Car Loan 
Loar 
Shared With ACC-LOAN-2019-00432 


1. Prerequisites" 
Before creating a Process Loan Interest Accrual, you must create the following first: 
e Loan 
2. How to create Process Loan Security Shortfall 
1. Go to Process Loan Interest Accrual List, click on New. 
2. Enter Posting Date. Posting Date is the date till which the interest will be accrued from the last interest accrual date. 


3. Enter Loan Type if you want to accrue interest for a specific Loan Type. If no Loan Type is entered then interest will be accrued for 


all the Loan Types. 


4. — Enter Loan if you want to accrue interest for a specific loan. If no loan is entered then loan will be accrued for all the loans. 
5. — Click "Save" to save the draft of the Loan Disbursement. 


6. Click "Submit" to submit the Loan Security Pledge. 


LOAN SECURITY SHORTFALL 


If loan to security value ratio falls below a specific value, a Loan Security Shortfall is automatically created for that specific loan. 
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Loan Security ‘ Process Loan Security 
Type Loan Application Shortfall 
Loan Security Loan Security Pledge Loan Security Shortfall bar etal ta Loan Security Unpledge 
Loan Type —_ Loan —?~ = LoanDisbursement —— Loaninterest Accrual ——p> Loan Repayment 
To access the Loan Security Shortfall list, go to: 
Home > Loan Management > Loan Security > Loan Security Shortfall 
B Loan Management Loan Security Shortf.. Q Settings > Help~  & 
LM-LSS-00032 © compietea B<>  Menu~ 
Comments 0 Add Loan Security 
Assigned To Leak Shortfall Time 
Assign + 
ACC-LOAN-2019-00424-1 10-10-2019, 7:47 am EDT 
Attachments 
America/New_York 
Attach File + Status 
Completed 
Tags 
Add a tag 
Reviews Loan Amount Security Value 
+ 2 5,00,000.00 2 4,00,000.00 
Shared With Shortfall Amount 
+ 2 1,00,000.00 


Pro Loan Security Shortfall 


62c71f8f7e-1 
You edited this 


15 day 


A Loan Security Shortfall contains the details about: 
@ Loan: The Loan against which there is a Loan to security value shortfall. 
e@ — Shortfall Time: The time at which the shortfall record was created. 
e Status: The status of the shortfall. Pending is the default status and it changes to Complete once a payment is made or additional 
security is pledged against the loan to satisfy the shortfall. 
@ Loan Amount: Loan amount is the pending loan amount which is used for shortfall calculation. 
e Security Value: Security Value is the current pledged security value. 


e — Shortfall Amount: Shortfall amount is the difference between the loan amount and the security value which needs to be repaid to 


complete the shortfall. 
1. Features_ 


Additional Loan Security can be pledged against a loan from the Loan Security Shortfall itself via the Add Loan Security button on the top 


right. 
B Loan Management Loan Security Shortf.. Q Settings Help~  & 
LM-LSS-00031 ° Pending B<> Menu 
ale " 
Assigned To Loan Shortfall Time 
Assign + 
ACC-LOAN-2019-00381 10-10-2019, 7:47 am EDT 
Attachments 
2 America/New_York 
Attach File + Status 
Pending 
Tags 
Add a tag 
Cs ry 
= P.O.Box 128448, Dubai, United Arab Emira 
mAN ENERGY -675- 


es 


man.energy 800695 


i | 


LOAN MANAGEMENT PROCESS 


ERP provides the Loan Management feature for managing Loan given by the company to employees. 


The Loan Management System in ERP Involves several steps to follow: 


1. For this, first you need to create the loan type where you need to fill the mandatory fields i.e. Loan Name, Rate of interest (%) Yearly. Here 


you can also define the Maximum Loan Amount and description if any. 


B Human Resources Loan Type Q Heese eng o 
New Loan Type 1 ° Not savea Es 
Loan Name 
Disabled 
[ Houl 
E Description 


Maximum Loan Amount 


Rate of Interest (%) Yearly 


2. Once this is done, Employee can apply for a loan. To apply for a Loan, fill Applicant Type, Applicant, Loan Type, Loan Amount and Repayment 
Method. 


B Human Resources ) Loan Application Q Settings ~ Help~ [54] 
New Loan Application 2 ¢ Not savea 


Applicant Type Posting Date 


Employee 23-07-2019 


Applicant Status 


[ | Open 


HR-EMP-00004 ie F 
Mishra ji Company 


HR-EMP-00003 


Anurag 


HR-EMP-00002 


Anuragii 


HR-EMP-00001 Reason 


Anurag 


Loan Amount 


Required by Date 


REPAYMENT INFO 
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3. Now, Loan Approver needs to create Loan for respective Loan application. He/She has to fill Repayment Start Date, Mode of Payment, 
Payment Account, Loan Account, Interest Income Account, and some mandatory fields. Initially, The loan status is sanctioned. There is a 


checkbox ‘Repay from Salary’ which provides an option to the employee to repay the loan amount from his salary. 


New Loan 2 e Not saved 


Human Resources Loan Q 


Applicant Type Posting Date 
Employee 23-07-2019 
r 
Applicant Company 
HR-EMP-00003 Frappe_2 
Applicant Name Status 
Anurag Sanctioned 
Loan Application Repay from Salary 
ACC-LOAP-2019-00004-1 
Loan Type 
House Loan 
LOAN DETAILS 
Loan Amount Repayment Method 
10,00,000.00 Repay Over Number of Periods 
Rate of Interest (%) / Year Repayment Period in Months 
8% 12 


After submitting the document, it creates Loan Repayment Schedule as shown below: 


B Human Resources Loan Q Settings ~ Help ~ 
ACC-LOAN-2019-000038 ¢ submittes B<>  Menu~ 
Repayment Schedule 

Payment Date Principal Amount Interest Amount Total Payment Balance Loan Amo... 

1 25-07-2019 2 80,322.00 = 6,667.00 = 86,989.00 = 9,19,678.00 

2 25-08-2019 = 80,858.00 = 6,131.00 = 86,989.00 = 8,38,820.00 

3 25-09-2019 2 81,397.00 2% 5,592.00 2 86,989.00 2 7,57,423.00 

4 25-10-2019 2 81,940.00 = 5,049.00 = 86,989.00 2 6,75,483.00 

5 25-11-2019 = 82,486.00 = 4,503.00 = 86,989.00 @ 5,92,997.00 

6 25-12-2019 = 83,036.00 2 3,953.00 = 86,989.00 2 5,09,961.00 

7 25-01-2020 = 83,589.00 % 3,400.00 = 86,989.00 % 4,26,372.00 

8 25-02-2020 = 84,147.00 = 2,842.00 = 86,989.00 2 3,42,225.00 

9 25-03-2020 = 84,707.00 @ 2,282.00 = 86,989.00  2,57,518.00 

10 25-04-2020 % 85,272.00 @ 1,717.00 = 86,989.00 = 172,246.00 

11 (25-05-2020 = 85,841.00 2 1,148.00 = 86,989.00 2 86,405.00 

12 25-06-2020 % 86,405.00 = 576.00 % 86,981.00 = 0.00 


4. Now, you need to create the Disbursement Entry. By clicking the ‘Create Disbursement Entry; at the top right corner of the Loan Document. 


This creates a Journal Entry For Loan Disbursement. 


Settings ~ Help~ [54] 


Cancel 


48_btt 5 
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B Accounting Journal Entry Q Settings + Help» 9% [54] 
New Journal Entry 1 e pratt | save | 
LY Quick Entry 
Entry Type Postir e 
Bank Entry 23-07-2019 
Series Company 
ACC-JV-.YYYY.- Frappe_2 
Finance Book 
Accounting Entries 
Account Party Debit Credit 
1 Temporary Opening - F2_ HR-EMP-00003 2 10,00,000.00 20.00 
2 Cash-F2_ 20.00 2 10,00,000.00 


Add Multiple Add Row 


Reference Number Total Debit 


Projects 


There are a lot of businesses where the deliverables are not tangible. Think of consulting companies. To showcase their value, such businesses 
need to track and update each of their processes to stay afloat and grow in the industry. The Project module helps an organization to keep 


track of such deliverables and ensure their timely completion. 
ERP helps any company effectively manage business aspects like project management, customer support, sales, and purchase management 


to list a few. You can look at the following topics after going through this introduction. 


INTRODUCTION 


A services company needs a lot more features than a project module to operate at its full potential. ERP has all these features built-in. 
e@ You track your books of accounts using the Accounts module. 
e Manage payroll, leaves and claims of your support staff in the HR module. 


e Attend customer's support queries better with the Support module of ERP. 
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> Projects Q Administrator Help + 20+ 
Task Menu~ — Refresh 
Reports + Show Filters | Project = "New Product Development 2016-09-09" |x + Expected Start Date # 
List 
Gantt 0 Week~ 
Calendar 
October 

Kanban ~ 

Week 37 Week 38 Week 39 Week 40 Week 41 Week 42 


Assigned To Me 


Review Requirements 
UNCATEGORISED TAGS # 
No Tags 189 


Project Management in ERP_ 


ERP helps you manage your Projects by breaking them into Tasks and allocating them to different people. 
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DB > Projects > Project 


See on Website 


Comments 0 


Assign + 


ATTACHMENTS 


Attach File + 


for a Project. 


Carrot Planting 2017 © oven 


Jan Feb = Mar = Apr May 


Project 
Task 7 @ + 
Timesheet + 
Expense Claim = + 


Issue + 


Sales 
SalesOrder + 
DeliveryNote + 


Salesinvoice + 


Complete Method 


Task Completion 


Title Status 
1 @ Preparation - Make rows Open 
2 @ Preparation - Add mulch cover Open 
3 @ Planting - Sow the seeds Open 
4 @ Water-10ml per plant Open 
5 @Disease-Pest control-Cover... Open 
6 @ Weed Control - Remove weeds Open 
7 | @ Harvest - When top is at Sem Open 


Add Row 


STING AND BILLIN 


Sales, Purchase Management, and Customer Support_ 


Q «= Administrator ~ Help ~ [65 | 
®& Menu~ Ft 
Gantt Chart 
Jun Jul Aug Sep Oct Nov 
Material 
Material Request + 
BOM + 
Stock Entry + 
Purchase 
Purchase Order + 
Purchase Receipt + 
Purchase Invoice 
Priority 
Medium 
Expected Start Date 
07-12-2017 
Expected End Date 
06-03-2018 
0% 
Start Date End Date 
07-12-2017 07-12-2017 
07-12-2017 07-12-2017 
08-12-2017 08-12-2017 
08-12-2017 08-12-2017 
18-12-2017 18-12-2017 
25-12-2017 25-12-2017 
06-03-2018 06-03-2018 


can be used to bill Customers if billing is done on a Time & Money basis. 


Projects can be used to manage internal projects, manufacturing jobs or service jobs. For service jobs, Time Sheets can also be created that 


Purchasing and selling can also be tracked against Projects and this can help the company keep tabs on its budget, delivery and profitability 
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B Support 
Issue 


Reports + 
Kanban ~ 


Assigned To Me 


No Tags 


PROJECT 


something. 


level. 


UNCATEGORISED TAGS #& 
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To access Projects, go to: 


Project 


New Project 1 © Not saved 


Show Filters Status = "Open" x 


Subject 

Please help me!!! && 

Why was my account delet... 
Unable to sign up 

Ads not showing??? 


How do | delete my account? 


Home > Projects > Projects > Project 


Handbag Manufacturing Project 
Status 

Open 
Project Type 

External 


Is Active 


Yes 


Complete Method 


Task Completion 


1. How to Create a Project_ 


1. Go to the Project list and click on New. 


+ 


Status 


@ Open 


@ Open 


@ Open 


@ Open 


@ Open 


Q a Sheryl Sandberg + 


Raised By (Em... 


newbie@fmail.c... 


spammer@xma... 


newbie@xmail.... 


small@adnet.c... 


hide@me.com 


These Tasks can be created from a Project itself or a Task can be created separately as well. 


From Template 


Manufacturing 


Start Date 


10-10-2019 


Expected End Date 


30-11-2019 


Production - UP| 


Help + 


20+ 


Menu ~ Refresh | New | 


ISS-00005 


ISS-00004 


ISS-00003 


ISS-00002 


ISS-00001 


In ERP, project management is task-driven. You can create a Project and divide it into multiple Tasks. 


Then things like designing, prototyping, testing, delivery, etc. become tasks under the project. 


Settings ~ 


9m 


Help ~ 


OO 


Last Modified On 


= 


+ 


A Project is a planned piece of work that is designed to find information about something, to produce something new, or to improve 


A Project has a broad scope and hence can be divided into tasks. Think of coming up with a new smartphone for the next year as a Project. 


Whilst each task within a Project can be assigned to an individual or a group of individuals, the assignment can also be done at the project 


99+ 


Save 
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2. Add the following details: 
e@ Project Name: Title of the Project. 
e = Status: The default status of a Project is going to be ‘Open’ which can later be changed to 'Completed' or ‘Cancelled’. 
e@ Expected End Date: Enter the date on which you aim to finish the project. 
3. Save. 
1.1 Additional Options while creating a Project_ 
1. From Template: If you have an existing Project Template, you can choose to create your project using this template. 


2. Expected Start Date: If you have a time-line fixed for the project, you can define both expected Start Date and Expected End Date 


in the form. 
3. Project Type: You can classify your projects into different types, e.g., Internal or External. 
4. Priority: You can select the priority level of the Project based on how crucial it is. You can also add more priority levels. 
5. Department: If the project belongs to, or is owned by a Department in the organization, you can add that here. 
6. Is Active: A Yes/No tab, which lets you change the active status of the project at any later stage. 
7. Completion Method: You can track the % completion of your project based on one of the three methods, viz. Manual, Task 
Completion, Task Progress and Task Weight. 
GB > Proiects > Project Q Settings~ Help- @ © EER 
Handbag Manufacturing © Net savea <> Menu~ BB 
See on Website Set Status + 
Comments 6 D 
Assigned To 
Attachments Open 10-10-2019 
Tags Manufacturing 30-11-2019 
ov Yes Medium 
Shared With "Manual 


v Task Completion Production - U > 


Task Progress 
Task Weight 


0% 


Some examples of how the Percentage Completion is calculated based on Tasks: 


Project Activity % Progress Weight Status 

Scoo1 Build 100 0.4 Completed 

SC001 Operate 100 0.2 Completed 

Scoo1 Transfer 50 0.2 Open 

Method Formula Calculation % Task Completed 
Manual - - Manual 

Task Completion Task completed / Total no. of Tasks 2/3 66.66 

Task Progress Sum of % Progress of all Tasks / Total No. of Tasks (100+100+50)/3 83.33 

Task Weight Sum of (Task weight + % Progress) (0.4 * 100 + 0.2 * 100 + 0.2 * 100) 70 


Note: If the total weight of the Tasks is not 100, then the calculated result will be divided by the total weight. For example, if the total of task 
weights is 70, then percentage completed = (70/0.8)% = 87.5%. 

2. Features_ 

2.1. Customer Details, Users and Notes_ 


e@ Customer: If a Project is being carried out for a particular Customer, the details can be fed in here. 
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e Sales Order: If a Project is based on a Sales Order from a Customer, you can fetch the details here. This would enable you to update 


the Customer on the Progress on the project as per the Sales Order issued. 

e Users: You can add any website user to give them access to this Project. E.g.. you can add your customer as a Website User, to 
enable them to have access to your project to monitor progress and/or give any inputs/remarks. Similarly, a Supplier or a 
Contractual Employee/Freelancer who is involved in the Project can be added as a User. 

Further, you can also expand the window and select if you want to send a Welcome Email to any particular user or give them Attachment 
Viewing rights. 
You can learn more about allowing users to view projects here. 


e Notes: You can add any additional notes to the project. 


B Projects Project Q Settings Help» @ © 
Handbag Manufacturing © Net saved <> Menu~ By 
You edi 
2 hou m 
You created t Custome o2 Order 
ir dl Closet Textiles Ltd. SAL-ORD-2019-00006 
ER 
User View a... 


1 ~bruce@example.com 
2  matt@example.com v 


Add Row 


Normal + (Br U Ax ur @®B@ FS = 


Table ¢ & 


This project is being created against the Purchase Order by Closet Textiles to manufacture 50 handbags for them. 


2.2. Start and End Dates_ 


e Actual Start Date: Basis the Actual Start of the project, tracked via Timesheets, the Actual Start Date and Time of the Project will 


get recorded automatically. 


e Actual End Date: Basis the Actual End of the project, tracked via the last update of the Timesheet, the Actual End Date and Time 


of the Project will get recorded automatically. To know more about Timesheets, click here. 


B Projects Project Q Settings~ Helpy @ ® 
Handbag Manufacturing ® "ot savea B<> Menus 


Actual Start Date 
2019-10-02 11:13:16 22-10-2019 13:43:05 


92 
2.3. Costing and Billing_ 


e Estimated Cost: Enter the Estimated Cost of the Project. 


e = Total Sales Amount: If you have already linked the Project with a Sales Order, the Total Sales Order Amount will be auto- populated 


here. 


e =Total Costing Amount: The system will automatically fetch the Total Costing Amount from all the Timesheets linked to this project. 
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e Total Billable Amount: The system will automatically fetch the Total Billable Amount from all the Timesheets linked to this project. 
e Total Expense Claim: Based on the expenses claimed by an Employee for the completion of the Project, the Total Expense Claim 

will be auto-calculated. 
e Total Billed Amount: The Total Billed Amount gets auto-populated in the system using the Sales Invoice created against the Sales 


Order. 


e Total Purchase Cost: The Total Purchase Cost of a Project is the cost fetched from the Purchase Invoices that get created against 
a Purchase Order issued for supply of Materials required for a Project. 
@ =Total Consumed Material Cost: Using the Stock Entry made as per the requirement of Materials in the Project, the Total Consumed 
Material Cost gets captured. 
2.4, Margin_ 

@ — Gross Margin: Gross Margin would give you the margin you have between your Total Costing Amount and the Total Billed Amount. 
Gross Margin = (Total Sales Amount + Total Billable Amount) - Total Costing Amount + Total Billable Amount + Total Expense Claim 
+ Total Purchase Cost + Total Consumed Material Cost) 

e Gross %: The percentage of the Total Billed Amount spent in the Total Costing Amount makes for the Gross %. 

((Total Sales Amount + Total Billable Amount) - Total Costing Amount + Total Billable Amount + Total Expense Claim + Total Purchase 


Cost + Total Consumed Material Cost) / Total Sales Amount)* 100 


B Projects Project Q Settings Help~y @ ® 99+ 
Handbag Manufacturing «sot seve B<> Menu~ Ey 

tir Total Sate 

30,000.00 2 37,500.00 

able A a Timeshee 

2 5,315.00 25,925.00 

2 6,200.00 2 37,500.00 

2 6,000.00 20.00 

Unico Plastics Inc. Main - U 

r ( M 
2 19,985.00 53.29% 


2.5. Monitor progress_ 
When you enable the ‘Collect Progress’ option by checking the box, it will enable you to add monitoring details to the project. A report on 
the progress of the project shall be sent to all stakeholders of the project. 
e Holiday List: You can select the Holiday List for your company. This will allow you to collect the Progress Reports only on the 
Working Days. 


@ Frequency: You can set the frequency at which you wish to get the reports. It can be set to an hourly, twice daily, daily or on a 


weekly frequency. 
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B Projects 


TASKS 


B > Projects 
Task 


Reports ~ 
List 

Gantt 

Tree 
Calendar ~ 


Kanban ~ 


FILTER BY 
Assigned To ~ 
Created By~ 
Add Fields + 


TAGS 
Tags ~ 


Show tags 


SAVE FILTER 


To access Tasks, go to, 


3. Save. 


Handbag Manufacturing ° st saved 


MONITOR PROGRESS 


Collect Progress 


Holiday List 


2019-20 


Frequency To Collect Progress 


Weekly 


Day to Send 


Wednesday 


Time to send 


12:00:0 


Add Filter 


Subject 


Support 


Documentation 


Testing 


Implementation 


Analysis 


Requirement Gathering 


Home > Projects > Projects > Task 
1. How to Create a Task_ 
1. Go to the Task List and click on New. 


2. Add the subject of the task. 


Message 


Please find attached the Progress Report on the Project 
‘Handbag Manufacturing’ for your reference. 


Message will sent to users to get their status on the project 


In project management, a task is an actionable unit or activity which needs to be completed. 
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@ Open 


@ Open 
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@ Overdue 
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Project 
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Q Settings~ Helpy @ © [ELA 


&<>  Menu~ 


Q Settings~ Help» @ ©F ELM 
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B Projects Task 


New Task 2 @ Not Saved 


Subject Status 
| I Open v 
Project Priority 
Handbag Manufacturing Low v 

Issue Weight 
Type Completed By 

Is Group Color 

Is Template 

Parent Task 


Q Settings ~ 


- f 


Alternatively, a task can also be created from a Project in the following way: 
1. Goto the Project for which you want to create a new task. 


Go to Task under the Project section on the Dashboard. The plus icon '+' here would direct you to the task creation page. 


Waiting for erp... 


HE Apps €) Reset MySQL Roo... 


B Projects 


Save. 


Ey Introduction to Ac... 


2 
3. Add the subject of the task. 
4 


eee ga « B1G/F (G14 l= |KO 1A 1 10 |e 10 |# |F |e |= |@1O]F |- [lo lf [Oli 
€ > CA NotSecure | erp:8000/desk#Form/Task/New%20Task%206 


(Ct Meet - pjv-xvxe-rev €) Developer Cheats... Basic Coding Guid... €) Contribution Guid.. — [WIKI] Frappe Dev... — 


Handbag Manufacturing ®oren 


See on Website 
Comments 


Assigned To 
Assign + 


Attachments 


Attach File + 


Tags 
Add a tag 


Reviews 


+ 


Shared With 


+ 


You created this 
51 minutes ago 


DASHBOARD 


DEC JAN FEB MAR APR 


This is based on the Time Sheets created against this project 


Project 

Task 2 @ & 
Timesheet + 
Expense Claim + 
Issue + 


Project Update + 


Sales 
Sales Order + 
Delivery Note + 


Sales invoice + 


Q Settings ~ 


<> Menu~ 


Duplicate Project with Tasks Set Status — Gantt Chart 


Material 
Material Request + 
BOM + 


Stock Entry + 


Purchase 
Purchase Order + 
Purchase Receipt + 


Purchase Invoice + 


IS Nai <2 


x #@: 


» 


1.1 Additional Options while creating a Project_ 


The following additional details can be added when editing a new task: 


e Status: You can add the status of the Project or change the same whenever needed, e.g., from ‘Open’ to ‘Working’, 
‘Overdue’,'Pending Review','Completed'’, or ‘Cancelled’ 

@ Project: In case a task is added independently, you may choose to link the task to a particular Project. If the task is created from a 
Project, the details of the Project will get automatically added. 

e@ Priority: You can choose to define the priority of the task, viz., Low, Medium, High or Urgent. 

e Issue: If the task is an actionable that arises out of an Issue, that issue can be tagged here with the Task. 

e@ Weight: If a particular task carries some weightage out of a project, or otherwise, the weightage can be specified here. This 


weightage gets calculated in the Percentage Task Completion Method by Task Weight. 
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e@ Type: If your task can be defined under a particular Task Type, say, User Training or User Demo, you can enter the Task Type here. 


It can be used to filter the Tasks based on Task Types. 
e@ = Color: Each task can be recognized by a different color. This helps in identifying a task while creating Gantt Charts. 
e@ Is Group: This box can be checked to indicate that a task is a parent task, and can be further divided into multiple sub-tasks. 
e Is Template: This box can be checked to indicate that this task is a template task, and is meant to be used in a Project Template. 


e@ Parent Task: If a particular task is a part of a group task, the parent task can be linked to the task from this field. 


B > HR > Employee Onboarding >» HR-EMP-ONB-2021-00001 Q Search or type a command (Ctrl + G) OQ Help» A 


Jane Doe - Pensing View: (et <> 8 Cancel 
2, Assigned T 
Job Applicant * Employee Onboarding T| 
; 
Jane Doe - janedoe@example.com - software-developer HR-EMP-ONT-0000" 
@ Attachments 
Job Offer * Company 
Attach File + 
HR-OFF-2021-00001 Unico Plastics Inc 
Revi 
+ Employee Name * Department 
Jane Doe Research & Development - UP 
Shared With 
+ Date of Joining Designation 
31-05-2021 Software Developer 
>» Tag: 
Add 7 Status Employee Grade 
Pending ° Ls 
Notify users by email Project 
0 0 FOLLOW 
PROJ-0001 
2. Features_ 


2.1. Timeline and Details_ 
e —_- Expected Start Date: You can enter the date on which you expect the Task to be started. 
e@ Expected End Date: You can enter the date on which you expect this Task to be finished. 
e@ Expected Time: You can enter the number of hours which you expect are going to be spent on this task. 
@ Progress: You can enter the Progress Percentage of a Task. 
e Begin: If the task is a template task, this field can be used to specify the day on which this task should begin after the project is 
commenced. 
e@ Duration: If the task is a template task, this field can be used to assign a specific number of days to this task. 
e@ Is Milestone: This box can be checked in the cases where a particular task is a Milestone in a Project. 
e@ Description: You can add a description of the task here. 
Note: Based on the values of Begin and Duration field, the Expected Start Date and Expected End Date gets calculated for Project Tasks 


created using Project Template. This calculation skips holidays based on the holiday list of your company. 
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Projects Task 


Design ® open 


TIMELINE 
Expected Start Date 


18-12-2020 


Expected Time (in hours) 


0.000 0.000 


Begin On (Days) 


2 4 


DETAILS 
Task Description 


Normal > BIV AH HUN @@ EZE 


Create a unique Handbag design according to the order placed by Closet Textiles. 


2.2. Dependencies and Actual Time_ 


completed before the completion of the latter. 


Task dependencies can be viewed in the Gantt Charts in the following way. 


% Progress 


Expected End Date 


22-12-2020 


Duration (Days) 


Is Milestone 


@ Dependent Tasks: Dependent tasks indicate that a particular task is dependent on another task, and the former cannot be 
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B Projects 
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FILTER BY 
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Add Fields + 


TAGS 


Tags + 


Show tags 


Raw Material Finalization (TASK-2019-00036) 


Manufacture Peripheries (TASK-2019-00042) 


Q Settings~ Help» @ F [99+ | 


Menu + Refresh | New | 


Structure manufacture (TASK-2019-0C 


Manufacture Batches (TASK-2019-00040) 
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e Actual Start Date: The actual date and time on which the Task is started get recorded basis the Timesheets. 


e Actual End Date: The actual date and time on which the task was finished get recorded here via the Timesheets. 
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Assembly ° working 


Task 


Add Row 


17-11-2019 


2.3. Costing_ 


this task. 


Timesheets. 


reflected here. 


2.4. More Info_ 


Assembly © Not Saved 


it ti 
2 750.00 


2% 400.00 


PROJECT TEMPLATE 


To access Project Template, go to: 


1 TASK-2019-00042 


2 TASK-2019-00041 


t Date (via Time Shee’ 


tal Expense Claim (via E 


Home > Projects > Projects > Project Template 


Subject 


Manufacture Peripheries 


Structure manufacture 


17-11-2019 


e =Total Costing Amount: The Total Costing Amount gets captured here via the Timesheets submitted by the user while working on 


e =Total Billing Amount: The Total Amount with which the Customer is to be billed via this task gets recorded here form the 


e Total Expense Claim: The Total Amount of Expense claimed by an Employee for the completion of this Task gets recorded and 


@ Department: You can enter the Owner Department for the task. Irrespective of the Owner department of the Project, each task can 


be carried out by a different department. 


@ Company: You can change the Company for which this Task is being carried out. This can be used in cases where A company is 


carrying out the Task for its Sister Company or its Parent Company or a Subsidiary. 


Q 


TASK-2019-00043 & <> Menu | save | 


Billing Ar t (Vv 


2 450.00 


Production - U 


Compar 


Unico Plastics Inc. 


A Project Template is a predefined sequence of tasks arranged in stipulated schedule. 


These templates can be pulled for similar kind of Projects and the tasks therein get auto-populated at the time of creation of each new project. 
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B Projects Project Template Q Settings ~ Help~ a 
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Comments ti) DASHBOARD 
Assigned To 
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Tags 
Add a tag 
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Reviews Task Subject 
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Shared With 
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3  TASK-2020-00138 Implementation 

4  TASK-2020-00139 Testing 

5 TASK-2020-00140 Documentation 
You edited this 6  TASK-2020-00141 Support 


just now 


Add Row 


1. How to Create A New Project Template:_ 
1. Goto the Project Template List and click on New. 
2. Add the following details: 
e Project Template Name: Title of the Project Template 
e@ Project Type: Project Templates, just like projects can be classified into different project types, e.g., Internal or External. 


e@ — Tasks: Each Project Template will have a set of a predefined sequence of tasks. In this table, you can select the tasks you 


want for this template. 


PROJECT TYPE 


A Project Type is the classification of projects into different types to group similar kind of projects. 
Internal Projects, External Projects could be examples of Project types and are already created in the system. You can choose to add more 


Project Types. This comes handy when you are reviewing the Projects, and you want to filter the information based on Project Types. 


B Projects Project Type Q Tau on ans o 
New Project Type 2 © Net saved 
Project Type 


Manufacturing Projects 


Description 


All the Projects which have a Manufacturing Process to be followed should be classified under Project Type ‘Manufacturing’. 


To access Project Type, go to: 
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Home > Projects > Projects > Project Type 
1. How to Create a Project Type_ 
1. Goto the Project Type List and click on New. 
2. Add the name of the Project Type and description 


3. Save. 


PROJECT UPDATE 


A Project Update is the status of the Project which can be sent to all the stakeholders of the Project. 
Each time you want to update the stakeholders about the project, you can send a Project Update to them. 


B Projects Project Update Q Settings~ Helpy  ® 


99+ 
New Project Update 1 ® Not saved cS 


Handbag Manufacturing 14:34:44 


Sent 


User View a 
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2 + matt@example.com v 


Add Row 


To access Project Update, go to: 
Home > Projects > Projects > Project Update 
1. How to Create a Project Update_ 
1. Goto the Project Update List and click on New. 
2. Add the name of the Project for which you want to send an update. 
3. Add the name of the Users to whom you want to send the Project Update in the Child Table. These Users could be your Customers 
or any other Internal or External Stake Holders. 
4. Save and Submit. 
Once you have submitted the Project Update, an email is sent to the selected stakeholders with project updates. 
1.1. Additional Details" 
When you expand the table which has the names of the Users, you will be able to add the following details: 
1. You can select whether you want to send a Welcome Email to any particular User while sending them the Project Update. 
2. You can select whether you want any particular User to view Attachments in the Project Update. 


3. You can add the description of the Current Stage of the Project in the ‘Project Status’ field. 


PROJECT VIEWS 


As projects are time-sensitive, we need different kind of views to convey information in a visual manner to users viewing them. 
Apart from the generic list and report views for projects and tasks, ERP also provides Gantt, Kanban, and Calendar views for tasks. You can 
access these views by going to the Task list and selecting them via the left sidebar. 


Gantt View_ 
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A Gantt Chart shows how tasks are linked to each other and shows their execution sequence, based on start and end dates set in the tasks 


along with any dependencies, if available. 
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Kanban View_ 
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Read customizing Kanban board to learn more. 
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Dragging a task along the dates will update the start and end date of a task. 


If you want to further customize the chart and make it more colorful, read this article 


column to the next. You can also assign colors to these columns for visual reference. 
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Settings ~ 


Menuy — Refresh | ew | 


Help» & 


Expected Start Date # 


You can update the range of the chart by selecting one of Quarter Day, Half Day, Day, Week, or Month. 


Kanban in Japanese means "billboard" or "signboard" as the task management method traces its origin back to Toyota's lean manufacturing 
process. In a typical kanban board setup, you have a board or wall which is divided into section which represent different stages of execution 


or realization. Tasks go up on the board as sticky notes or Post Its and move through the board updating its current stage in the process. 


B Projects Q Settings + Hel; 
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ERP renders the Kanban view for tasks based on its status. You can update the status of a task by moving the representative card from one 


Gantt Chart for 


ERP Kanban Board 
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Calendar View_ 


B Projects 
Task Calendar 


Reports + 


List Add Filter 

Gantt 

Tree April 2020 
Calendar 

Kanban + uN 
FILTER BY 

Assigned To ~ 

Created By + 

Add Fields + 


Research 


SAVE FILTER 12 
19 


Prototyping 


26 


Tasks 


TIMESHEET 


towards a Project or a Task. 


the task spread across your regular calendar. 


MON 


13 


12a Prototyping 


20 


27 


TUE 


14 


21 


28 


Mobile Prototype Devel 


WED 


12a Research 


15 


22 


12a Proposal 


THU 


16 


23 


30 


Like the Gantt chart, the calendar view also shows the task and the planned number of days it'll take to complete. However, this one shows 


Settings ~ Help ~ 


Menu + Refresh | New | 


today > 


FRI 


17 


24 


ast ModifiedOn 


month week day 


SAT 


n 


25 


A Timesheet is the record of the number of hours spent by an employee on completion of each task. 


The Timesheet can also be used to calculate the billable towards an employee, to calculate their salaries, or to track an employee's contribution 


In ERP, a Timesheet can have an account of a particular employee working on multiple Tasks or Projects in a tabular format. 


a 


Calendar View for 
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Q Settings Help~y @ © 99+ 
TS-2019-00013 « submittea &<> Menu~ Cancel 
Comments 2 Create Sales Invoice 
Assigned To Cari 
r ign + — 

Unico Plastics Inc. Submitted 
Attachments 
Attach File + 
Tags EMPLOYEE DETAIL 
Reviews 22-09-2019 

. End Date 
Shared With 22-09-2019 
e Sh 
Activity Type From Time Hrs Project Bill 

You edited this 1 Planning 22-09-2019, 1:08 p. 8 Mobile Prototype Development v 
You cre 

It ngH 
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To access Timesheet, go to, 
Home > Projects > Time Tracking > Timesheet 
1. How to create a Timesheet_ 
1. Go to Timesheet list and Click on New. 
2. — Enter the Company name and the Employee Code. 
3. Add the following details to the field 'Time Sheets’. 
e Activity Type: Add the type of activity for which the Time Sheet has been created. 
e@ From Time: Enter the date and time at which the work was started. 
e@ Hrs: Enter the number of hours for which this Time Sheet has been created. One Timesheet can be used to track the 
work hours on multiple days as well. 
e@ Project: If this Time Sheet needs to be tagged to a particular Project, you can add the name of the Project here. 


e@ — Bill: This box needs to be checked if this particular Time Sheet is a billable. 


4. Click on ‘Add Row' to add more such Time Sheets. 

5. Save. 

6. After saving the Timesheet, according to the details entered in the different Time Sheets, the Start Date, End Date and the Total 
Working Hours will get updated automatically. Click Submit. 

1.1. Alternatively, a Timesheet can also be created from a Task in the following way: 

1. Goto the Task for which you want to create a new Timesheet. 

2. Goto ‘Timesheet’ under the Activity section on the Dashboard. The plus icon '+' here would re-direct you to the Timesheet creation 
page. 


3. Follow the steps to create a Time Sheet. 
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w~yur- 


Handbag Manufacturing ® open 


Shared With Project 

+ Tay 14 @ + 
Timesheet 7 @ + 
Expense Claim 3 + 
Issue + 


Project Update 2 + 


Sales 


Sales Order 1 @ + 


Delivery Note + 


Sales Invoice 1 (1) 1 


1.2. Timer in Timesheet_ 


1.2.1. Steps to start a Timer:_ 


B Projects Timesheet 


TS-2019-00015 ® Not saved 


Comments t) 


Assigned To Submit th cument to confirm 


Assign + 


Attachments Company 


Attach File + Unico Plastics Inc. 


Tags 
Add ata 


Reviews 
Emplo’ 


Shared With 


Time Sheets 


Activity Type 


From Time 


as a Time Sheet in the Time Sheets Table in the Timesheet. 


e If the time exceeds the ‘Expected Hrs’, an alert box appears. 


Q Settings» Help~ 


: 
<> Menu~ | save | 


Material 


Material Request = + 


BOM oe 


Stock Entry 3 @ + 


Purchase 


Purchase Order 1 @ + 
Purchase Receipt = + 


Purchase Invoice 1 C1) a 


A Timer can be used to record the actual time taken by an employee to finish a particular activity in a Timesheet. 


e In a Timesheet On clicking Start Timer a dialog box pops up and you are required to enter the following details: 
e Activity Type: The Activity for which you are recording the Time. 
e@ Project: The Project for which you are creating the Timesheet. 
e@ — Task: The Task for which you are recording the time in the Timesheet. 


e@ Expected Hrs: Enter the number of hours that you expect the Task to finish in. 


Q Settingsy Help» @ © [EER 


<> Menu 


Draft 


Start Date 


04-10-2019 


End Date 


11-10-2019 


Hrs Project Bill 


@ Once you have completed the Task, click on Complete. A new entry will be created in the Timesheet, and the time will get recorded 
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Timer exceeded the given hours. 


1.3. Additional Options while creating the Timesheet_ 
The Time Sheet when expanded, allows you to enter the following details to it: 
e@ Expected Hours: Enter the tentative time required to complete the Tasks on the Time Sheets. 
@ To Time: Enter the date and time at which the work was completed. 
@ Completed: This box needs to be checked if the Task has been completed while submitting the Timesheet. 
e Task: If this Time Sheet needs to be tagged to a particular Task, you can do it here. 
e@ Billing Hours: This number of hours for which the customer needs to be billed for this Timesheet. 
e Billing Rate: The rate at which the customer needs to be billed for this work. 
@ Costing Rate: This is the actual cost of work done. It is fetched from the activity cost (per employee) or from activity type and can 
be edited. 
e Billing Amount: The billing amount gets auto-calculated based on the billable number of hours and the billing Rate. 


@ Costing Amount: The costing amount gets auto-calculated based on the number of hours and the costing rate. 


43_bt of _ _ a 
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B Projects 


2. Features_ 


2.1 Billing Details 


here. 


Timesheet 


Editing Row #1 


Activity Type 
Execution 
From Time 


11-09-2019 13:08:1 


Project 


Mobile Prototype Development 


Bill 


Billing Rate 
200.00 
Billing Amount 


21,000.00 


Total Billed Hours will be fetched. 


Q Settings ~ Help + 


| | Insert Below insertAbove Duplicate 


Expected Hrs 
0.000 
Hrs 
5.000 
To Time 
11-09-2019 18:08:71 


Completed 


Task 


Billing Hours 


5.000 


Costing Rate 
150.00 
Costing Amount 


2750.00 


bod 


Move 


e Total Billable Hours: Based on the Timesheet, the Total Billable Hours will be auto-fetched here. 


ns 


~~ 


e = Total Billable Amount: Based on the Timesheet, the Total Billable Amount will be auto-fetched here. 


99+ 


e = Total Billed Hours: Once the Timesheet has been submitted, you will get an option to create a Sales Invoice from the Timesheet. 


The number of hours for which the Customer shall be billed will be fetched over here, and once the Sales Invoice is submitted, the 


e Total Billed Amount: In a similar fashion as how the Total Billed Hours are fetched, the Total Billed Amount will also be fetched. 
e =Total Costing Amount: Based on the Timesheet, the Total Costing Amount, as specified by the Employee gets tagged here. 
e % Amount Billed: Once the Timesheet is submitted, and a Sales Invoice is created from the Timesheet, the percentage of the 


Amount out of the Total Billable Amount which has been amounted for the Total Billed Amount gets calculated and is reflected 


B Projects 


Ronn Stark esillea 


e Sales Invoice 


Timesheet 


BILLING DETAILS 
Total Billable Hours 


2 


Total Billed Hours 


2 


Total Costing Amount 


2 2,000.00 


3. After Saving the Time Sheet_ 
Once a Timesheet is saved and submitted, the details like Billing Rate 


DocTypes can be created after submitting a Timesheet. 


Q Settings~ Helpy @ © [99+ | 


TS-2019-00020 & <> 


Total Billable Amount 


21,000.00 


Total Billed Amount 


21,000.00 


% Amount Billed 


100% 


and Costing rate get locked, and cannot be changed. The following 


Menu + 


Cancel 


e Salary Slip 
48_btt 5 
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SALES INVOICE FROM TIMESHEET 


A customer can be billed based on the total number of hours an employee has worked for that customer. The actual number of hours of 
billable work can be tracked via a Timesheet. 


A sales invoice can be generated from each Timesheet submitted by an employee which can be used to bill the customer. 


B Projects Timesheet Settings Helpy @ ® 


je) 


TS-2019-O00009 « submitte &<> = Menu~ Cancel 
Assigned To 
Unico Plastics Inc. Submitted 

Attachments 

1 File + 
Tags EM 
Reviews 11-09-2019 
Shared With 11-09-2019 

Activity Type From Time Hrs Project Bill 


You edited 1 Execution 11-09-2019, 1:08 p.. 5 Mobile Prototype Development v 


1. How to Create A Sales Invoice from A Timesheet_ 
1. Once the Timesheet is submitted, click on ‘Create Sales Invoice’. 
Enter the Item Code and name of the Customer who has to be billed against this Timesheet. The Item could be a Product as well 
as a Service. Click on ‘Create Sales Invoice’. 
3. All the details of the Timesheet will get auto-populated in the Sales Invoice. 
4. The posting date and time will be set to current, you can edit after you tick the checkbox below Posting Time. 
5. Optionally, you can include payments for POS or make this a credit note. 
6. Save and Submit. 
To fetch the details automatically in a Sales Invoice, click on the Get items from button. The details can be fetched from a Sales Order, Delivery 


Note, or a Quotation. The details like Customer PO, Address and Contact Number, Currency and Price List, Items will get auto- populated. 


P.O.Box 128448, Dubai, United Arab Emirates —— 
man.energy 800696 - 698 - mAN ENERGY 


2. Features_ 


Additional Details while creating a Sales Invoice from a Timesheet: 


on ‘Add Row' to add more Time Sheets to this Invoice. 
All the other details can be added as you would add them in any Sales Invoice. 


3. After submitting_ 


in the Timesheet. Further, a Salary Slip can also be generated from the Timesheet. 


SALARY SLIP FROM TIMESHEET 


To enable the same, you may choose to create the Employee's Salary Slip directly from a Timesheet. 


B Projects Timesheet Q Settings > Helpy & 
Peter Parker @ Draft TS-2020-00004 & <> Menu~ | submit | 
Assigned To = : fen 
yn + 
Attachments 
ch File + Wayne Corp Draft 
Tags 
Reviews 
Shared With Deed rea 
— En 
HR-EMP-00003 07-04-2020 
Employee N 
Peter Parker 15-04-2020 
mir 
Activity Type From Time Hrs Project Bill 
1 Research 07-04-2020, 3:05 p. 4 Mobile Prototype Development v 
2. Proposal Writing 09-04-2020, 1:05 a. 2. Mobile Prototype Development v 
3 Execution 15-04-2020, 12:06 ... 1.500 Mobile Prototype Development ¥ 


e Accounting Dimensions: Accounting Dimensions lets you tag transactions to a specific Territory, Branch, Project, etc. This helps in 


viewing accounting statements separately based on the criteria selected. To know more, visit the Accounting Dimensions page. 


@ Time Sheet List: Since the Project is created from a Time Sheet, the details of the Time Sheet will get auto-fetched. You can click 


Once you have submitted the Sales Invoice, The details like ‘Total Billed Hours’, ‘Total Billed Amount’ and '% Amount Billed’ will get updated 


The salary of an employee can be calculated based on the number of hours that he has worked for on a particular project. 
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Jane Doe eaillea 


Comments 2 


Projects Timesheet Q Settingsy Help» @ © 99+ 


TS-2019-00014 & < > Menu + Cancel 


Create Salary Slip 


Assigned To 


Company Status 


Billed 


Unico Plastics Inc. 
Attachments 
Attach File + 
Tags EMPLOYEE DETA 
= Employee Sten bate 
Reviews HR-EMP-00006: Jane Doe 01-10-2019 
- 

Employee Name End Date 
Shared With Jane Doe 01-10-2019 

Time Sh 

Activity Type From Time Hrs Project Bill 

You edited this 1 ‘Research 01-10-2019, 11:23 a... 5 Mobile Prototype Development v 


4 hours ag 


1. How to Create A Salary Slip from A Timesheet_ 


1. Once the Timesheet is submitted, and an invoice has been generated, go to the Timesheet and click on 'Create Salary Slip’. 
2. All the details, like the Employee, Employee Name, Posting Date, Company Name, Letter Head, etc. will get captured from the 
Timesheet. 
3. Dates: Since this Salary Slip is getting generated out of a Timesheet, it will auto-fetch the Start Date and End Date from the 
Timesheet. However, the same can be changed. 
4. Salary Slip Timesheet: The details of the Timesheet from which the Salary Slip was created will be captured. You can also more 
Timesheets here to create a single Salary Slip against multiple Timesheets. 
5. Save and Submit. 
B Projects Timesheet Q B Jesse Pence ~ 20+ | 
TS-00011 « submitted & Menu~ = Cancel 
® 
Make Salary Slip 
Comments ie) 
Company Status 
sua Rio Solutions Submitted 
Assign + 
Attach File + EMPLOYEE DETAIL 
Employee Start Date 
TAGS EMP/0003 02-06-2016 
List of employee 1 has "Salary Slip Based on Timesheet" End Date 
is enabled in sala ucture 
SHARED WITH 08-06-2016 


Employee Name 


Jesse Pence 


1.1. Additional Details while Creating a Salary Slip form a Time Sheet:_ 


Earnings and Deduction: Any Earnings like HRA, Incentives etc. or Deductions like Income Tax, Provident Fund etc. in the Salary 


Other Information: According to the Salary Structure of the Employee, the Gross payment information, the Loan Repayment 


1. 

generated from the Timesheet can be mentioned here. 
2. 

Information, and the Net Pay information will get auto-captured. 
3. 


For a detailed guide on setting up overtime via timesheets, click here. 
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ACTIVITY TYPE 


Activity Type is a list of different types of activities against which a Timesheet can be made. 


B Projects ac Q Settings Helpy @ @ [EER 
Activity Type Menu — Refresh | ew | 
Reports ~ 
List 
Add Filter Last Modified On + 
Calendar + 
Kanban + Nene Status 
Perey Designing the product @ Enabled Designing the product signing the product 4d Coe 
Assigned Tow 
Created By~ Overtime @ Enabled Overtime Overtime 
id Fields + 
Client Query Handling @ Enabled Client Query Handling ent Query Handling 10d i 
Research @ Enabled Research Research 2M 
Tags 
Show tags Communication @ Enabled Communicati Communication 3M 
Execution @ Enabled Execution A 
Proposal Writing @ Enabled Proposal Writing Proposal Writing 3M 
Planning @ Enabled Planning Planning 3M 


Ei 100 500 


To access Activity Type, go to, 
Home > Projects > Time Tracking > Activity Type 
1. How to create Activity Type_ 
1. Goto the Activity Type List and click on New. 
2. Add the subject of the Activity Type. 
3. Save. 
Additionally, you can also add the Default Costing Rate and Default Billing Rate for each Activity. 
Further, The Default Costing Rate and the Default Billing Rate for Individual Employees can also be configured. This can also be configured 
using Activity Cost. 
By default, the following Activity Types are created in ERP. 
e Planning 
@ Research 
e Proposal Writing 
e@ Execution 


e Communication 


ACTIVITY COST 


Activity Cost records the per-hour billing rate and costing rate of an Employee against a particular Activity Type. 


The system pulls this rate while making Timesheets. It is used to determine the Project Cost. 
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Comments 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 


Reviews 


Shared With 


I 


Save. 


PROJECT COSTING 


Activity Type_ 


Activity Cost_ 


Ronn Stark for Designing the product 


Activity Type 


Designing the product 


To access Activity Cost, go to, 
Home > Projects > Time Tracking > Activity Cost 
1. How to create Activity Cost_ 


Go to the Activity Cost list and click on New. 


New Activity Type 2 ® Not saved 


Activity Type 
Onboarding 


Default Costing Rate 


250.00 


Home > Project > Activity Type > New 


Employee Name 


Ronn Stark 


Costing Rate 


1,000.00 


per hour 


Add the name of the Employee for whom you are configuring the Activity Cost. 


Add the Costing Rate and the Billing Rate for the Employee. 


Alternatively, an Activity Cost can also be created via the Activity List. 


300.00 


©) Disabled 


Each project has multiple tasks associated with it. To track the actual cost of a Project, primarily in terms of services, a User has to create a 


Timesheet based on the time spent on a Task within a Project. You can track the service cost against a Project in the following ways. 


Activity Type is a master of services offered by your personnel. You can add a new Activity type from: 


Activity Cost is a master where you can track billing and costing rate for each Employee, for each Activity Type. 


Settings Helpy @ © [EER 


PROJ-ACC-00002 & <> Menu | save | 


Je) 


2 
Q Settings Help» @ © 22 | 
Activity Cost per Employee 
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Comments 1 


Assigned To 


Assign + 


Attachments 


Attach File + 


Tags 
Add a tag 


Reviews 


+ 


Shared With 


Timesheet_ 


Activity Cost 


Ronn Stark for Designing the product 


Activity Type 


Designing the product 


Employee 


HR-EMP-00014 


Billing Rate 


500.00 


per hour 


Q Settings~ Help~ @ © | 99+ | 


PROJ-ACC-00002 & <> Menuv 


Employee Name 


Ronn Stark 


Costing Rate 


1,000.00 


per hour 


Based on the time spent on the Project-Task, an Employee will create a Timesheet. 


B Projects 


Comments 2 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 
Shared With 


+ 


You edited this 
3 days ago 


You created this 
3 days ago 


Timesheet 


TS-2019-00013 « submittea 


Company 


Unico Plastics Inc. 


EMPLOYEE DETAIL 


Time Sheets 
Activity Type From Time 


1 Planning 


Total Working Hours 


Costing in Project and Task_ 


22-09-2019, 1:08 p... 


Q Settings Help» @ F&F [99+ | 


Status 


Submitted 


Start Date 


22-09-2019 


End Date 


22-09-2019 


Hrs Project 


8 Mobile Prototype Development 


On selection of the Activity Type in the Time Log, Billing and Costing Rate will be fetched for that Employee from the respective Activity Cost. 


Multiplying these rates with total no. of hours in the Time Log gives Costing Amount and Billing Amount for the specific Time Log. 


Based on all the Timesheets created for specific Tasks, its costing will be updated in the respective Task. 


&<> = Menu~ = Cancel 


Create Sales Invoice 


Bill 


B Projects Task 


Assembly © Not Saved 


COSTING 


Total Costing Amount (via Time Sheet) 


2 750.00 


Total Expense Claim (via Expense Claim) 


2 400.00 


MORE INFO 


Q Settings ~ 


TASK-2019-00043 


Total Billing Amount (via Time Sheet) 


2 450.00 


Department 


Production - U 


Company 


Unico Plastics Inc. 


Help» @ 2 (EER 


B<> Menu 
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Same way, the Project cost will be updated based on Timesheets created against each of its associated tasks and the cost of the Project gets 
updated simultaneously. 


Handbag Manufacturing » Net savea 


Settings Helpy @ ® 99+ 


&<> Menu 


30,000.00 2 37,500.00 

Total C t (via Total Billable Amount (via Timesheets 
25,315.00 25,925.00 

Total Expense Claim (via Expense Claims Total Billed Amount (via Sales Invoices 
2 6,200.00 2 37,500.00 

Total Purchase Cost (via Purchase Invoice) Total Consumed Material Cost (via Stock Entry) 
2 6,000.00 20.00 

Company Default Cost Center 
Unico Plastics Inc. Main - U 

IN 
Marg 
2 19,985.00 53.29% 
PROJECT PROFITABILITY 


Project and related activities are generally active for longer periods. While developments keep happening on the Project, various transactions 
are done against each project. While new developments keep happening on a project, it may lead to more investment in terms of time, money, 
and material. Hence, it becomes important to track the Profitability of a Project to ensure that you don't overspend. 

In simple terms, Project Profitability is the difference between the revenue generated from a project versus the costs associated with it. 
Project in Sales Transactions_ 

You can link a Project in all sales transactions like Sales Order, Delivery Note, Sales Invoice, and Payment. Linking your project with the sales 
transactions will help you track the income received against that Project. 

In sales transactions, Project field is generally available in the More Information section. 


B Selling Sales Order Q 


SAL-ORD-2019-00006 & < > 


Settings~ Helpy @ & 99+ 


Menu + Cancel 


Closet Textiles Ltd. © % deliver 


Description Due Date Invoice Portion Payment Amount 


100% 2 44,250.00 


1 09-10-2019 


Project in Purchase Transactions_ 
You can also link your project to the purchase transactions like Purchase Order, Purchase Receipt, and Purchase Invoice. 


In the purchase transactions, the option to link a project is available in the Item table. This is because you could be procuring material for 


multiple projects from the same purchase entry. 
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B Buying Purchase Order Q Settingsy Help» @ © [EER 
Billed Amt 
26,000.00 
ITEM WEIGHT DETAILS 
WAREHOUSE AND REFERENCE 
Warehouse Blanket Order Rate 
Stores - UP 20.00 


To be delivered to customer 


Project 


Handbag Manufacturing 


Qty as per Stock UOM Received Qty 
300 oO 


ACCOUNTING DETAILS 


Expense Account 


Cost of Goods Sold - UP 


Budgeting against Project_ 


You can create a Budget for a project as well. The expense limit defined in the Budget will be validated in the expense transactions. 


B Accounting Budget Q Settings~ Helpy @ © [EER 
New Budget 1 © sot saved 
Budget Against Monthly Distribution 
Project Monthly Project Distribution 
Company 


Unico Plastics Inc. 


Project 


Handbag Manufacturing 


Fiscal Year 


2019-2020 


Project Profitability 
Based on all the income and expense entries created for the Project, you can get its profitability. 
Accounting > Profitability Analysis 


You can filter the report by Project to check Project-wise Profitability. 


B Accounting Q Settings Help~ @ © [ELE 
Profitability Analysis Menu Refresh 
Unico Plastics Inc. Project 2019-2020 01-04-2019 31-03-2020 Show zero values 
Project Currency Income Expense Gross Profit / ... 
1 Handbag Manufacturing INR 2 37,500.00 = 6,600.00 2 30,900.00 
2 
3 Total 2 37,500.00 26,600.00 2 30,900.00 
Collapse All 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.1 sec 


PROJECT AND MANAGING EXPENSES 


Employees working on a Project incur various expenses, sometimes from their pockets and then can claim such expenses using Expense Claim. 
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While filling up the claim, they can specify the Project for which they have made the expense. 


B Human Resources Expense Claim Q Settings~ Helpy @ © | 99+ | 
Daniel Pinto e unpaia HR-EXP-2019-00006 & <> Menuy Cancel 
AC ) TING DETAIL: 
Company Payable Account 
Unico Plastics Inc. Advance account - UP 


ING DIMEN 


Branch Cost Center 


Mumbai Main - UP 


Handbag Manufacturing 


Based on the Expense Claims made for a particular project, total Expense Claim Amount is updated in the Project master, under project costing 


section. 
B Projects Project Q Settings Help @ YF FEED 
Handbag Manufacturing open B<> Menu 
COSTIN! ND BI NG 
Estimated Cost les Amount (via Sales Order) 
30,000.00 2 37,500.00 
Total Costing Amount (via Timesheets) Total Billable Amount (via Timesheets 
2 8,065.00 2 7,375.00 
Total Billed Amount (via Sales Invoices 
2 37,500.00 
Total Purchase Cost (via Purcha Total Consumed Material Cost (via Stock Entry) 
2 6,000.00 20.00 
Company Default Co: 


Unico Plastics Inc. 


PROJECT FROM CUSTOMER PORTAL 


If you are working on a Project for a Customer, then they need to be updated on its progress from time-to-time. You can achieve this in ERP 
via the Customer Portal. 

Add User as a Website User_ 

To access a project from the portal, a customer must be added as a Website User. A Customer can also sign up from the Login Page of your 
ERP account, using the same Email ID as mentioned in the Contact. You can also send an invite to the contact using the Invite User button in 


Contact. 
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Comments QO 


ASSIGNED TO 


Assign + 


ATTACHMENTS 
Attach File + 


TAGS 
Add a tag... 


SHARED WITH 


+ 


B Projects Project 


Portal View of Project_ 


Home 


Projegts 
Quotations 
Orders 
Invoices 
Shipments 
Issues 
Addresses 
Timesheets 
Newsletter 
Admission 
Certification 
Material Request 
Submit Details 


My Account 


Add Row 


CUSTOMER DE 


Customer 


Dictum Elei 


USERS 


Q BB Michael corieone ~ 
Sebin D'scouza-Dictum Eleifend Nunc Associ...» Passive 

First Name Status 

Sebin Passive 
Last Name Salutation 

D'scouza Mr 
Email Address Gender 

sebin@dictumenf.org Male 
User Id Phone 

sebin@dictumenf.org > +1 457723543 

Mobile No 
+196563467758 
REFERENCE 
Is Primary Contact 
Link DocType Link Name Link Title 
1 | Customer Dictum Eleifend Nunc Associates 


Add Customer and User in Project_ 
In the Project, check Customer Details section. Select a Customer and Sales Order associated with this Project. 


Q GB michaeicorleone~ Help ® 


Design New Sliding Door Wardrobe « "ot saved 


TAILS 


Sales Order 


ifend Nunc Associates S$O-00002 


Project will be accessible on the website to these users 


4 


Add Row 


User 


sebin@dictumenf.org 


Under the User table, select the contacts who can access this project. 


When a Customer logins from the Portal, they will be able to view all the tasks for that project along with the associated timesheets. Also, the 


customer will be able to update the status of the tasks or comment when needed. 


My Account 


Reset Password 


Edit Profile 


Manage Third Party Apps 


Hepy @ 


S Simran Monteiro ~ 
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DELAYED TASKS SUMMARY 


The Delayed Tasks Summary report helps identify the tasks which have exceeded their Expected End Dates. 
To view this report, you can go to: 
Home > Projects > Reports > Delayed Tasks Summary 


The report is generated based on the Task Doctype. 


Delayed Tasks Summary Create Card © SetChart Add CharttoDashboard CG 


22-03-2021 11-06-2021 


© On Track ®@ Delayed 
3 6 

Task Subject Status Priority Progress (%) Expected Start Date — Expected End Date Actual End Date _Delay (In Days) 
1 TASK-2021-00003 Delayed Deliverables report Overdue Low 80 01-03-2021 23-03-2021 118 
2 TASK-2021-00008 _no start and end date Overdue Low 0 09-03-2021 23-03-2021 118 
3 TASK-2021-00044 Task 2.1.1 Open Low 0 14-06-2021 35 
4 TASK-2021-00045 _—Test with an extremely long... Open Low 0 14-06-2021 35 
5 TASK-2021-00043 Task 2.1 Open Low 0 15-06-2021 34 
6  TASK-2021-00040 _It wraps so! guessits okay,..._ Open Low 0 16-06-2021 33 
7 TASK-2021-00004 _Profitability Report Completed — Low 100 02-03-2021 23-03-2021 23-03-2021 ° 
g TASK-2021-00041 = Task 3 Completed Low 100 16-06-2021 16-06-2021 ° 
g TASK-2021-00005 —_LMS Batch Completed Low 100 03-03-2021 24-03-2021 22-03-2021 +2 


mparison, use >5, <10 of =324, For ranges, use 5:10 (for values between 5 & 


Calculation of Delay_ 

Tasks have a date field called Completed On, which becomes visible when a Tasks status is changed to Completed. 

Scenario 1_ 

f a task is marked as Completed and the Completed On field is set, then the delay is calculated as the difference between the Completed On 
and the Expected End Date. 

Delay = Completed On - Expected End Date 

Scenario 2_ 


f the Completed On field is not set, then the delay is calculated as the difference between the current date and the Expected End Date. 


Delay = Current Date - Expected End Date 
Chart_ 


The chart shows the number of tasks that are On Track or Delayed based on the report generated after applying the filters. 


PROJECT PROFITABILITY REPORT 


The Project Profitability Report shows the Profitability and Utilization of each employee based on the Timesheets generated. 
To view this report, you can go to: 
Home > Projects > Reports > Project Profitability 


This report shows the Project Profitability with the following data: 


P.O.Box 128448, Dubai, United Arab Emirates —— 
man.energy 800696 - 708 - mAN ENERGY 


e Timesheet 
e Salary Slip generated using the Timesheet 
e@ Sales Invoice generated using the Timesheet 


B > Projects Q Search or type a command (Ctrl + G) Q | Helpy AA 


Profitability CG 


rs eri ) G 


Please set filters 


Calculation of Utilization_ 

The Utilization of the Employee is calculated using the Total Billed Hours from the Timesheet, Working Days from the Salary Slip, and the 
Standard Working Hours from HR Settings. 

The formula for Utilization is as follows, 

Utilization = Total Billed Hours / (Working Days * Standard Working Hours) 

Calculation of Profit_ 

The Profit is calculated using the Gross Pay from the Salary Slip, Grand Total from the Sales Invoice, and Utilization. 
The formula for Profit is as follows, 

Profit = Grand Total - Gross Pay * Utilization 

Calculation of Fractional Cost_ 

The Fractional Cost is calculated using Gross Pay from Salary Slip and Utilization. 

The formula for Fractional Cost is as follows, 


Fractional Cost = Gross Pay * Utilization 


PROJECT REPORTS 


1. Project Billing Summary_ 
This report helps you analyze the billing per Project and Employee between a specific period. 


Note that details form only those Timesheets which have been specified as billable by ticking the ‘Bill’ checkbox will be reflected here. 


oo, P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 709 - man.energy 800696 


For comparison, use >5, <10 or 


Projects 
Project Billing Summary 
Handbag Manufacturing 01-09-2019 
Employee ID 


HR-EMP-00015: Daniel Pinto 
HR-EMP-00015: Daniel Pinto 
HR-EMP-00015: Daniel Pinto 
HR-EMP-00015: Daniel Pinto 
HR-EMP-00015: Daniel Pinto 


Daniel Pinto 


2. Daily Timesheet Summary_ 


30-11-2019 


Employee Name 


Daniel Pinto 
Daniel Pinto 
Daniel Pinto 
Daniel Pinto 


Daniel Pinto 


between the range specified will be shown. 


n 


15-09-2019 


Projects 


Daily Timesheet Summary 


Timesheet Employee 


3. Project Wise Stock Tracking_ 


Date or End Date. 


30-11-2019 


Employee Name 


TS-2019-00003 HR-EMP-00006 Jane Doe 
TS-2019-00005 HR-EMP-00006 Jane Doe 
TS-2019-00012 
TS-2019-00013 
TS-2019-00014 HR-EMP-00006 Jane Doe 
TS-2019-00016 HR-EMP-00015 Daniel Pinto 
TS-2019-00017 HR-EMP-00015 Daniel Pinto 
TS-2019-00018 HR-EMP-00015 Daniel Pinto 
TS-2019-00019 HR-EMP-00015 Daniel Pinto 
TS-2019-00020 HR-EMP-00014 Ronn Stark 
TS-2019-00021 HR-EMP-00015 Daniel Pinto 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values b 


Timesheet 


TS-2019-00019 


TS-2019-00018 


TS-2019-00021 


TS-2019-00017 


TS-2019-00016 


324. For ranges, use 5:10 (for values between 5 & 10) 


Q Settings ~ 
Working Hours Billable Hours 
26.000 26.000 
13.000 13.000 
10.000 10.000 
16.000 16.000 
37.000 37.000 
102.000 102.000 


This report gives you the details of all the Timesheets submitted by the Users. 


Help~ @ © [EER 


Menu + Refresh 


Set Chart 


Billing Amount 


% 1,300.00 
= 650.00 
= 450.00 

= 1,200.00 

% 2,775.00 


2% 6,375.00 


Execution Time: 0.1 sec 


You can select a specific project and date range in the filters. Details of the Timesheets logged by any Employee for the selected Project 


From Datetime To Datetime 


2019-09-16 16:30:40 2019-09-16 18:30:40 


2019-09-17 08:21:48 | 2019-09-17 10:21:48 


2019-09-20 13:08:01 2019-09-20 20:08:01 


2019-09-22 13:08:01 2019-09-22 21:08:01 


2019-10-01 11:23:42 2019-10-01 16:23:42 


2019-10-02 11:13:16 2019-10-04 00:13:16 


2019-10-06 11:16:07 2019-10-07 03:16:07 


2019-10-15 11:43:05 2019-10-16 00:43:05 


2019-10-21 11:43:05 2019-10-22 13:43:05 


2019-10-10 16:01:54 2019-10-10 16:02:03 


2019-11-17 08:00:00 2019-11-17 18:00:00 


Q Settings Helpy @ ® | 99+ | 


Hours Activity Type 


2 Research 
2 Research 
7 Execution 
8 Planning 

5 Research 


37 Research 


16 Client Query Han... 


13 Execution 


26 Execution 


0.0025 Designing the pr... 


10 Execution 


Menu Refresh 


Task Project 


test 


Mobile F 


Mobile F 


TASK-2019-00014 Mobile F 


TASK-2019-00032 Handba 


TASK-2019-00032 Handba: 


TASK-2019-00041 Handbaj 


TASK-2019-00041 Handbai 


TASK-2019-00041 Handbai 


TASK-2019-00043 Handbai 


Execution Time: 0.1 sec 


This report gives you the analysis of all the Stock Movements carried out for all the different Projects. 


The Report will also contain the costing details of these stock movements. You can filter the details by Project Name, Customer, Project Start 
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Project wise Stock Tracking 


For comparison, use >5, <10 or =324. For ranges, us 


e 5:10 (for values betw 


MAKE A COLORFUL GANTT 


CHART 


Steps To Add Colours To The Gantt Chart_ 


en 5 & 10) 


Calendar, where, for each event you can add a colour. 


to Menu > Customize from the Task list or form. 


Cost of Issued Items Cost of Delivereditems | Project Name Project Status Company Customer 
20.00 %0.00 Employee Onboa... Open Unico Plastic... 
20.00 20.00 Employee Onboa... Open Unico Plastic... 
20.00 %0.00 Employee Onboa... Open Unico Plastic... 
20.00 20.00 Employee Separ... Open Unico Plastic... 
20.00 %0.00 Handbag Manuf... Open Unico Plastic... Closet Textiles Ltd. 
20.00 20.00 michelle test Open Unico Plastic... 
70.00 20.00 Mobile app Open Unico Plastic... 
20.00 20.00 Mobile Prototyp.. Open Unico Plastic... Cotton King 
= 0.00 %0.00 test Open Unico Plastic... 
20.00 70.00 testi Open Unico Plastic... 


We will be doing so by customizing Tasks under Projects module. 


Project Value 


@ 30,000.00 


Settings Helpy © [EER 


Menu + Refresh 


Set Chart 


Project Start D... | Completion D 


%0.00 20-08-2019 


%0.00 25-09-2019 


= 1,00,000.00 


= 0.00 
= 0.00 

30-11-7 
= 0.00 30-09-: 
%0.00 16-09-2019 29-02-2 
%0.00 01-08-2019 31-03-2 
%0.00 25-09-2019 31-10- 


Execution Time: 0.1 sec 


ERP allows users to add colours to certain documents for better visual cues and representation. A good example of this would be the Event 


1. Go to Customize Form in the system and select 7askin Enter Form Type option. Alternatively, you can reach this screen by going 


Settings > Helpy © j96 | 


Task Menuy — Refresh 
Reports + 4 
List 
a + 

Gantt Add Filter Last Modified On 
ae Subject Status Project Is Group 9 of 9 
Calendar + rk 
Kanban + Guest Blogging @ Overdue SEO for Frappe Tec... TASK-2019-00003 6d 
FILTER BY Business Listing @ Overdue SEO for Frappe Tec- TASK-2019-00002 6d 
Assigned To 

Article Submission @ Overdue SEO for Frappe Tec- TASK-2019-00001 6d 
Created By + 
Add Fields + Broad Review @ Overdue SEO for Frappe Tec--- TASK-2019-00004 6d 
Tas Farm 1 Daily Tasks © Working TASK-2019-00009 7d 
Tags + 
Show tage test 1: Peter Parker @ Overdue Employee Onboardi-.. TASK-2019-00005 1M 
Weenie Task 3 @ Open Test Project TASK-2019-00008 4M 

Task 2 © Open Test Project TASK-2019-00007 4M 

Task 1 @ Open Test Project TASK-2019-00006 4M 

| 20 | 100 500 
2. Add anew field in the doctype of fieldtype color. 
3. Check /n List View option. 
a Q c 
AN ENERGY P.O.Box 128448, Dubai, United Arab Emira 


es 


man.energy 800695 
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| ark = zz 
| oe = 
Ee = 
B Settings Settings > Help~y © [95 | 
Editing Row #9 i | Insert Below InsertAbove Duplicate Move 
LABEL AND TYPE 
Label Options 
Color 
Type 
Color 
Mandatory 
Unique 4 
- For Links, enter the DocType as range. For Select, enter list of Options, each on a new 
In List View line. 
In Standard Filter Fetch From 
Bold 
Fetch If Empty 
If checked, this field will be not overwritten based on Fetch From if a value already 
exists. 
4. Save the form, go back to the Task list, and reload. 
5. | When opening an existing or new Task, you should see a color field. Pick a color for the Task. 
Broad Review ® Not saved TASK-2019-00008 @ <> Menu~ 
Assigned To 
DASHBOARD 
Assign + 
Attachments Activity Accounting 
Attach File + Timesheet + Expense Claim = + 
Tags 
An otey Subject Status 
Reviews Broad Review Overdue 
+ 
Project Priority 
Shared With SEO for Frappe Technologies Low 
= Issue Approval 
Weight 
Typs 0.000 
You edited this Completed By 
a day ago 
Location 
You created this 
8 months ago Color 
aa.saue (0%) used i orup biased 
Thaci ine 
6. Go back to the Task list and switch to Gantt view. 
Task Gantt Menu~ Refresh QE 
Reports ~ Q SEO for Frappe Tech 
List 
Gantt Add Filter Expected Start Date # 
Tree 
eonead 18 19 20 21 22 23 24 2 26 27 28 Of 02 03 04 0&5 06 o7 08 089 10 N 2 18 «14 
Kanban ~ 
Article Submission (TASK-2019-00001) 
FILTER BY 
GER &:siness Listing (TAsk-2019-00002) 
Assigned To~ 
Created By + GD vest Blogging (task-2019-00003) 
TAGS: 
Tags~ 
Show tags 
SAVE FILTER 
43_bt oi 
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Steps: 


B Projects 


Task 


Reports + 
List 

Gantt 

Tree 
Calendar ~ 


Kanban + 


FILTER BY 
Assigned To + 
Created By ~ 
Add Fields + 


TAGS 
Tags + 


Show tags 


SAVE FILTER 


1) Create a Project. 


2) Create Tasks in that Project. 


Add Filter 


Subject 


Design 


Final Touchdown 


Review 


Design 


Order Placement 


Structure manufacture 


Raw Material Gathering 


Feedback 


Raw Material Finalizat 


Design 


Approvals 


Stock Evaluation 


Manufacture Batches 


Manufacture Peripher 


BULK ASSIGN TASKS IN A PROJECT 


Status 


© Completed 


Cancelled 


@ Overdue 


‘© Completed 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


@ Overdue 


Use Case: Need to bulk assign all the Tasks in a Project to a User. 


Handbag Manufacturin: 


Project 


Handbag Ma-. 


Handbag Ma- 


Handbag Ma 


Handbag Ma--- 


Handbag Ma. 


Handbag Ma--- 


Handbag Ma--- 


Handbag Ma-~ 


Handbag Ma--- 


Handbag Ma--- 


Handbag Ma--- 


Handbag Ma--- 


Handbag Ma--- 


Handbag Ma.-- 


is Group 


4) Select all the Tasks (or the Tasks you wish to assign to the User). 


Pri 


3) Go to Task List and filter the Tasks based on the Project as shown below: 


jority 


Low 


Low 


Medium 


Low 


Low 


Low 


Low 


Low 


Low 


High 


Low 


Low 


Low 


Low 


Is Milestone 


Settings ~ 


Menu + 


Last Modified On 


TASK-2019-00048 


TASK-2019-00044 


TASK-2019-00033 


TASK-2019-00047 


TASK-2019-00039 


TASK-2019-00041 


TASK-2019-00037 


TASK- 2019-00034 


TASK-2019-00036 


TASK-2019-00032 


TASK-2019-00035 


TASK-2019-00038 


TASK-2019-00040 


TASK-2019-00042 


Help + 


Refresh | New | 


2M 


2M 


ww f 


16 of 16 


6 


ws 


2 


wi 


1 


1 


(UR 


wi 


wi 


ws 


wi 


wi 


Col 


wi 


+ 
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B Projects Q Settings ~ Help~ i & 
Task Menu~ Refresh 
Reports ~ Handbag Manufacturin: 
List 
Gantt Add Filter Last Modified On + 
Tree 
16 items selected 16 of 16 
Calendar ~ 
Kanban + Design @ Completed Handbag Ma-.. © Low TASK-2019-00048 2M we 
FILTER BY Click on Final Touchdown Cancelled = Handbag Ma... © Low TASK-2019-00044 2M rus 
Assigned To -Select All 
Qa Review @ Overdue Handbag Ma--. @ Medium TASK-2019-00033 2M wo 
Created By + 
Add Fields + © © Design @ Completed Handbag Ma-. © Low TASK-2019-00047. 2M 
= Order Placement @ Overdue Handbag Ma.-- © Low TASK-2019-00039 2M ol 
Tags ~ 
Show tags Structure manufacture @ Overdue Handbag Ma-.- © Low v TASK-2019-00041 2M ei 
sive miter Raw Material Gathering @ Overdue Handbag Mav © Low TASK-2019-00037 2M ei 
Feedback @ Overdue Handbag Ma--- © Low TASK-2019-00034 2M 
Raw Material Finalizat @ Overdue Handbag Ma--. © Low TASK-2019-00036 2M ei 
Design @ Overdue Handbag Ma-. @ High TASK-2019-00032 3M 3 
Approvals @ Overdue Handbag Ma--. © Low TASK-2019-00035 4M i 
Stock Evaluation @ Overdue Handbag Ma- @ Low TASK-2019-00038 4M 
Manufacture Batches @ Overdue Handbag Ma» vw © Low TASK-2019-00040 4M Coa 
Manufacture Peripher @ Overdue Handbag Ma--- © Low TASK-2019-00042 4M i 
A " . " . 4 
5) Go to Actions > "Assign To" and select the User to whom you wish to assign these Tasks. 
B Projects Q Settings ~ Help» w & 
Task Menu~ Refresh 
Edit 
Reports + Handbag Manufacturin | 
List ‘J Assign To 
Gantt Add Filter 
Tree ; Apply Assignment Rule 
@ 16 items selected 
Calendar + 7 
Print 
Kanban ~ Design @ Completed Handbag Ma-- © Low TASK-2) 
7 Delete 
FILTER BY Final Touchdown Cancelled Handbag Ma--. © Low TASK-2) 
Assigned To + = — = 
Review @ Overdue Handbag Ma--- @ Medium TASK-2019-00033 2M 2 
Created By ~ 
Add Fields + Design @ Completed Handbag Ma © Low TASK-2019-00047. 2M 
TASS Order Placement @ Overdue Handbag Ma-- © Low TASK-2019-00039 2M a 
Tags + 
Show tags Structure manufacture @ Overdue Handbag Ma-.- © Low v TASK-2019-00041 2M ei 
Save rureR Raw Material Gathering @ Overdue HandbagMa- ow © Low TASK-2019-00037 2M wi 
Feedback @ Overdue Handbag Ma.-- © Low TASK-2019-00034 2M ro 
Raw Material Finalizat @ Overdue Handbag Ma--. © Low TASK-2019-00036 2M i 
Design @ Overdue Handbag Ma-. @ High TASK-2019-00032 3M 3 
Approvals @ Overdue Handbag Ma--. © Low TASK-2019-00035 4M 1 
Stock Evaluation @ Overdue Handbag Ma-- © Low TASK-2019-00038 4M Col 
Manufacture Batches @ Overdue Handbag Ma» vw © Low TASK-2019-00040 4M 1 
Manufacture Peripher @ Overdue Handbag Ma--- © Low TASK-2019-00042 4M i 
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Add to To Do 
Assign To 
test@example.com 


Assign to me 


Comment 


test comment| 


Complete By Priority 


You can also enter other details such as Comments, Completed By and bulk set the Priority of the Tasks. 
6) Click on Add. 


Note: You can follow the above steps to bulk assign any documents in ERP. 


Quality Management 


Quality management is the act of overseeing all activities and tasks needed to maintain a desired level of excellence in tasks. ERP Quality 
module helps you manage your quality goals, process, reviews, non conformances, actions and meetings. It is designed to help you manage 


a full blown "Quality Management System". Here is an overview of what is included in the quality module. 


QUALITY MEETING 


It is an assembly of people for a particular purpose or agenda, especially for formal discussion about Quality aspects. 
Quality Meetings are conducted to review the Quality Reviews that have been generated. The minutes (summary) of these meetings would 
include the discussion on the various Quality Reviews. 
To access Quality Meeting, go to: 
Home > Quality > Meeting > Quality Meeting 
1. How to Create a Quality Meeting_ 
1. Go to the Quality Meeting list, click on New. 
2. Enter an Agenda. It is a list of meeting activities in the order in which they are to be taken up. 


3. Inthe Minutes table enter: 


——— ———— P.O.Box 128448, Dubai, United Arab Emirates 
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e Document Type: Select from Quality Review, Quality Action, or Quality Feedback. 
e Review: Select the Quality Review, Action, Feedback to be discussed. 


e Minute: Written or recorded documentation that is associated with the Review. 


4. Save. 
B Q Search or type a command (Ctrl + G) GosHelpy =—sBS 
Quality »» Customize 
MODULES Your Shortcuts 
Bu : : ; 5 
Sele Quality Goal Quality Procedure Quality Inspection 
© Accounting 
Assets Quality Review * 0 Open Quality Action * 0 Open Non Conformance * 10pen 
B® Build 
() Buying 
Reports & Masters 
© CRM 
© Goal and Procedure & Feedback & Meeting 
© HR 
o 
* Quality Goal * Quality Feedback * Quality Meeting 
@_ Loan Managem.. 
+ Quality Procedure * Quality Feedback Template 
CQ Payroll 


* Tree of Procedures 


Projects 


a} 


The Status of the Meeting can be set to Closed once the agenda is done. 


QUALITY PROCEDURE (STANDARD OPERATING PROCEDURE) 


A Quality Procedure is a Standard Operating Procedure (SOP) used as a reference to carry out routine actions 
A standard operating procedure (SOP) is a set of step-by-step instructions compiled by an organization to help the employees execute routine 
operations. SOPs aim to achieve efficiency, quality output and uniformity of performance while reducing miscommunication and failure to 
comply with industry regulations. 
A Quality Procedure can be of two types: 
1. A Procedure consisting of simple steps that you must follow to achieve a Quality Goal 
2. A procedure having sub-Procedures which may also have its own steps 
To access the Quality Procedure list, go to: 
Home > Quality > Goal and Procedure > Quality Procedure 
1. How to create a Quality Procedure_ 
1. Goto the Quality Procedure list, click on New. 
2. Enter a name for the Quality Procedure. 
3. In the Processes table, enter Process Descriptions. 
4. Child Procedure: If the Quality Procedure being created a is a parent procedure that contains sub-procedures, link the sub- 
procedure here. On doing this, the current procedure becomes a parent and the ‘Is Group’ checkbox is enabled. 
5. Save. A Quality Procedure can also be saved without entering the Process descriptions if the title is self 


explanatory. 


; i: 43_bs of _ 
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B > Quality > Quality Procedure > Issue Resolution Q Search or type a command (Ctrl + G) ra Helpy BS 


= Issue Resolution <\f> fall [save | 


2 Assigned To 


+ Connections ~ 


@ Attachments 


Attach File £ Process Owner 
bella.alsop@unico.com 
vy Reviews 
+ 
& Shared With Processes 
+ No Process Description Sub Procedure 
® Tags 1 Classify issues 2 Edit 
Add a tag 
2 Meet response time SLA @ Edit 
3 Meet resolution time SLA @ Edit 
0-Q0 FOLLOW 
Add Row 
You edited this 
18 minutes ago 
Parent 


You created this 
18 minutes ago 


The ‘Parent Procedure’ is linked to the child procedure. For example ‘Issue Classification’ needs to be done before a resolution and hence 


‘Issue Resolution’ is the parent here: 


By > auality > auality Procedure > Issue Classification Q Search or type a command (Ctrl + G) Go Helpy = BS 
= Issue Classification CJ egl [ save | 
0-Q0 FOLLOW 
Parent 
You edited this Parent Procedure 
just now 


Issue Resolution 
You created this 
2 hours ago Is Group 


2. Features_ 
2.1 Using Quality Procedure in Quality Goal_ 
Once a Quality Procedure is created, it can be used in a Quality Goal: 


B > Quality >» Quality Procedure > Issue Resolution Q Search or type a command (Ctrl + G) Gg Helpy BS 


= Issue Resolution <if> lfa){- [save | 


& Assigned To 


ra conmecetie v 


@ Attachments 
Attach File + Process Owner 


bella.alsop@unico.com 


vy Reviews 
+ 
& Shared With Processes 
bs No Process Description Sub Procedure 
® Tags 1 Classify issues 2 Edit 
Add a tag 
2 Meet response time SLA 2 Edit 
3 Meet resolution time SLA @ Edit 
0 90 FOLLOW 
Add Row 


2.2 Sub Procedures _ 


Process can either be just a instruction or a different Quality Procedure. You can link a Quality Procedure as a sub-procedure to another 


4h ol P.O.Box 128448, Dubai, United Arab Emira 


es 
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one: 


B> 


measu 


1. 


ao F Ww DN 


B > Quality > Quality Procedure > Issue Resolution 


= Issue Resolution 


& Assigned To 


+ 


@ Attachments 


Attach File + 
vy Reviews 

+ 

& Shared With 

+ 

® Tags 
Add a tag 

0-Qo FOLLOW 


You edited this 


just now 


2.3 Hierarchical View_ 


Quality 


Quality Procedure Tree 


6 All Quality Procedures 


© Issue Resolution 


© Issue Classification 
© Response SLA 


© Resolution SLA 


QUALITY GOAL 


quality objectives. 


res. 


Connections ~ 


Process Owner 


bella.alsop@unico.com 


Processes 


No. Process Description 


1 Classify issues 


2 Meet response time SLA 
3 Meet resolution time SLA 
Add Row 
Parent 


Add Child 


To access the Quality Goal list, go to: 
Home > Quality > Quality Goal 

1. How to Create a Quality Goal_ 
Go to the Quality Goal list, click on New. 


Enter a name for the goal. 


Select a Quality Procedure to be followed to achieve the Goal. 


Created By is the Person responsible for the creation of the Goal. 


Q Search or type a command (Ctrl + G) 


Sub Procedure 


Issue Classification 


Response SLA 


Resolution SLA 


You can you also view Quality Procedures in a tree view for easy organization and navigation 


Q Search or type a command (Ctrl + G) G 


Expand All 


It is a collection of individual metrics that helps to define your quality goals. It is a basic quality management process to establish a set of 


You can create a Quality Goal for your business having multiple Quality Objectives. Different Quality Objectives for a Goal can have definite 


numeric target or target measured in terms of completion status(yes or no). It is monitored based on Frequency which is set for that Goal. 


If you set the frequency, a Quality Review document will be created automatically periodically where you can maintain the actual performance 


Enter a Monitoring Frequency from ‘Daily’, ‘Weekly’, ‘Monthly’, or ‘Quarterly’. Select 'None' if no monitoring is needed. In the 


@ Edit 


@ Edit 


@ Edit 


BS 
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Objectives table, enter: 


1. The Objectives which consist the various Objectives that need to be completed to meet the a Quality Goal. 
2. The Target which consists of the numeric target value of an Objective that is to be met. 


3. The Unit of Measurement to measure the Target. Eg: Leads, Hours, etc. 


By > awaiity > auality Goat > customer Support Q Search or type a command (Ctrl + G) Gi Helps Bs 


= Customer Support «> 8 


2. Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Monitoring Frequency Procedure 
Daily =] Customer Support 
vy Reviews 
‘+: 
& Shared With Objectives 
+ 
Objectives 
legs No. Objective Target vom 
Add a tag 
1 Classify issue within four hours of ticket creation 99 Percent 2 Edit 
2 Meet response SLA 98 Percent ? Edit 
0-Qo FOLLOW 
3 Meet resolution SLA 95 2 Edit 
You edited this Add Row 
4 minutes ago 
You created this 
4 minutes ago 
6. Save. 
The Revision field shows The number of times the document was saved. 
Creating a Quality Goal: 
B Q Search or type a command (Ctrl + G) a Help» BS 
= Home Customize 
® 
MODULES Your Shortcuts 
Home ; 
& Item Customer Supplier 
Accounting 
© Assets Sales Invoice Leaderboard 
B® Build 
Buying Reports & Masters 
@ CRM 
® Accounting ®& Stock ® Human Resources 
© HR 
o 
+ Chart of Accounts » Item » Employee 
@_ Loan Managem... 
» Company » Warehouse » Employee Attendance Tool 
[Q Payroll ee Customer * Brand « Salary Structure 
© Projects « Supplier « Unit of Measure (UOM) 


A Quality Action is taken on a Quality Review to correct unsatisfactory results or prevent them from happening. 

Quality Action is a standard feature to allow implementation of corrective and preventive actions. This will meet compliance with industry 
regulations including GMP, ISO 9001 and 14001, TSCA, REACH, etc. 

Quality Action workflows provide a controlled environment and reduce the risk of repeat issues by ensuring that defined solutions and 


processes are met. 


Quality Actions can be initialized for a Quality Goal or for a Customer Feedback which may not meet the expected quality standards. Depending 


on that a Corrective or Preventive Action can be started. 
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To access Quality Action, go to: 

Home > Quality > Review and Action > Quality Action 

1. Prerequisites" 

Before creating and using a Quality Action it is advised to create the following first: 


@ = Quality Review or Quality Feedback 


2. How to create a Quality Action_ 
1. Goto the Quality Action list, click on New. 
2. Select whether it's a Corrective or Preventive action. This indicates whether the action is being scheduled for Corrective or for 
Preventive Purpose. 
3 Select the Document Type whether a Quality Review or a Quality Feedback. 
4. Select the actual Quality Review or Feedback under Document Name. 
5 Enter a Resolution proposed for the problem in the Resolution field. 
6. Save. 
The Status field indicates whether the Quality Action is Open and ongoing or Closed. 
(9 > auality > auality action Q Settings ~ Help~ 


New Quality Action 2 © Net saved | save | 


Date 


Corrective 13-07-2019 
Document Type Document Name 
Quality Review 
REV-00005 
+ Create a new Quality Review 


Q Advanced Search 


Problem Resolution 


Add Row 


QUALITY FEEDBACK 


Quality Feedback is the information that a Customer expresses about the satisfaction or dissatisfaction about the products or services 
you offer. 

Quality Feedback has different fields to rate different parameters. The Customer/User can easily give their feedback by selecting their template 
o rate on different parameters and also provide qualitative feedback on these parameters. 


You can also fetch the parameters using a Quality Feedback Template. The templates store preset information for you to select in the Quality 


Feedback. 
f the Feedback is not as per expectations, a Quality Action may be initialized on the basis of the seriousness of the Feedback. 


To access Quality Feedback, go to: 


Home > Quality > Feedback > Quality Feedback 


1. How to create a Quality Feedback_ 
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7. Save. 
Quality 
MODULES Your Shortcuts 
aitere Quality Goal 
@ Accounting 
oo Quality Review * 0 Open 
D® Build 
(2) Buying 
Reports & Masters 
@& CRM 
Goal and Procedure 
| HR 


* Quality Goal 
@_ Loan Managem... 
» Quality Procedure 


‘@ Payroll 
OB Pay * Tree of Procedures 


®& Projects 


NON CONFORMANCE 


Conformance or called NC in quality systems. 


corrective and preventive actions 


1. Prerequisites" 
1. Quality Procedure 
2. How to Create a Non Conformance_ 


2. Record your observations 


4. Update status 


Go to the Quality Feedback list, click on New. 


3. Record corrective / preventive actions if any 


2: 

3. Select the particular Customer or User. 

4. 

5. The date will be automatically set to the current date. 


6. The Parameters table has the following columns: 


e Rating: Rating for a parameter from 1 to 5. 


e@ Feedback: Feedback based on the given Rating. 


Select whether Feedback is by a Customer or a User (ERP account User). 


Selecting a Quality Feedback Template will automatically populate the parameters for the Quality Feedback. 


e Parameter: Various Parameters that are pre-defined in the Quality Feedback Template you create. 


Q Search or type a command (Ctrl + G) 


® 


Quality Procedure 


Quality Action 


® Feedback 


» Quality Feedback 


* Quality Feedback Template 


* 0 Open 


Quality Inspection 


Non Conformance 


& Meeting 


Quality Meeting 


A Non Conformance Is a observation that can be filed by any person in the organization to note non compliance to a specitic procedure 
Once Quality Procedures are defined, the goal of a quality focussed organization is to ensure that they hare followed. This ensures consistent 


quality and parameters as per the customer's expectation. If these procedures are not followed, an observation is recorded via a Non 


In ERP, you can create a Non Conformance by selecting the Quality Procedure against which it was observed, maintain its status and record 


1. Goto Quality > Non Conformance or find the Quality Procedure and click on + from the dashboard. 


Ga Help» BS 


Customize 


* 10pen 
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B > Quality >» Non Conformance >» QA-NC-00015 Q Search or type a command (Ctri + G) ra Helpy BS 
= QA-NC-00015  - open <lf> \lal{- [seve | 
& Assigned To 
Subject * Status * 
+ 
Issue Resolution SLA Failed Open ey 
@ Attachments 
Procedure * 
Attach File + 
Issue Resolution 
vy Reviews 
Process Owner 
+ 
bella.alsop@unico.com 
& Shared With 
+ 
© Tags Details 
Adda tag Normal $ BIrVvusé A w® <p eB Fie FE Table = 
The issue resolution SLA for issue ISS-2021-00897 has failed. 
The issue was related to engineering specifications of newest version of PETE products. 
On } FOLLOW 


You edited this 


just now 


You created this 


just now 


QUALITY FEEDBACK TEMPLATE 


For creating the Quality Feedback first you must decide the parameters by creating the Quality Feedback Template. The templates generally 
contain the name the template, scope and the different parameters to be entered. The different parameters can be decided on the basis of 
different occasions and survey. 

To access the Quality Feedback Template, go to: 

Home > Quality > Quality Feedback Template 


1. How to create a Quality Feedback Template_ 


1. Goto the Quality Feedback Template list, click on New. 
2. Enter aname for the template. 
3. In the Parameters table, list down the various processes/parameters on which you want the user to rate and give the feedback. 
4. Save. 
B Q Search or type a command (Ctri + G) ‘. Help» BS 
= Quality + Customize 
MODULES Your Shortcuts 
¥ Home . 5 ‘ : 
Quality Goal Quality Procedure Quality Inspection 
Accounting 
Assets Quality Review * 0 Open Quality Action * 0 Open Non Conformance + 10pen 
B® Build 
@ Buying Reports & Masters © 
@ CRM x 
® Goal and Procedure ® Feedback ® Meeting 
& HR 
» Quality Goal » Quality Feedback + Quality Meeting 
@_ Loan Managem... 
» Quality Procedure * Quality Feedback Template 
Payroll + Tree of Procedures 
© Projects 
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Selling 


Selling is the communication that happens with the customer prior to and during the sale. You might be managing all the communication 
yourself or you may have a small team of sales people to handle this. ERP helps you track the communication leading up to the sale by keeping 


all your documents in an organized and searchable manner. 


QUOTATION 


A quotation is an estimated cost of the products/services you're selling to your future/present customer. 

During a sale, a customer may request for a note about the products or services you are planning to offer along with the prices and other 
terms of engagement. This has many names like "Proposal", Estimate", "Pro Forma Invoice" or a Quotation. 

To access the Quotation list, go to: 

Home > Selling > Sales > Quotation 


A typical sales flow looks like: 


Lead 


Payment Entry 


Opportunity (Advance) 


Delivery Note 


Quotation —{ Sales Order 


Sales Invoice > Payment Entry 


A Quotation contains details about: 


e The recipient of the Quotation 

e@ The Items and quantities you are offering. 
e@ The rates at which they are offered. 

e The taxes applicable. 


e@ = Other charges (like shipping, insurance) if applicable. 


e@ The validity of contract. 


e@ The time of delivery. 
e@ = Other conditions. 
Tip: Images look great on Quotations. Make sure your items have an image attached. 
1. Prerequisites" 
Before creating and using a Quotation, it is advised that you create the following first: 
e = Customer 
e Lead 
e Item 
2. How to create a Quotation_ 
1. Go to the Quotation list, click on New. 


2. Select if the Quotation is to a Customer or a Lead from the ‘Quotation To’ field. 
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3. Enter Customer/Lead name. 

4. Enter a Valid till date after which the quoted amount will be considered invalid. 

5. Order Type can be Sales, Maintenance, or Shopping Cart. Shopping Cart is for website shopping cart and is not intended to be 
created from here. 

6. Add the Items and their quantities in the items table, the prices will be fetched automatically from Item Price. You can also fetch 
items from an Opportunity by clicking on Get Items from > Opportunity. 

7. Add additional taxes and charges as applicable. 

8. Save. 


You can also create a Quotation from an Opportunity shown as follows. 


B > CRM > Opportunity > CRM-OPP-2021-00001 Q Search or type a command (Ctri + G) Gi Help» BS 


Innovative Chemicals Inc. - open Create? Lost Close < >» @ 


Supplier Quotation 
2 Assigned To 


+ Connections v Request For Quotation 
Attach File + Opportunity From * Opportunity Type 
: Lead Sales 
vy Reviews 
+ Lead * Status * 
CRM-LEAD-2021-00001 Open 
M Shared With 
+ Customer / Lead Name Converted By 
Innovative Chemicals Inc. 
® Tags 
Add a tag Source Sales Stage 
Mass Mailing Prospecting 


Expected Closing Date 
0 i) FOLLOW 


Follow Up v 


3. Features_ 
3.1 Address and Contact_ 
In this section there are four fields: 
@ Customer Address: This is the Billing address of the customer. 
e@ Shipping Address: Address where the items will be shipped to. 
e Contact Person: If your customer is an organization, then you can add the person to contact in this field. 
e@ Territory: Region where the customer belongs to. Default is All Territories. 
3.2 Currency and Price List_ 
You can set the currency in which the quotation/sales order is to be sent. If you set a Pricing List, then the item prices will be fetched from 
that list. Ticking on Ignore Pricing Rule will ignore the Pricing Rules set in Accounts > Pricing Rule. 


Read about Price Lists and Multi-Currency Transactions to know more. 


3.3 The Items Table_ 
This table can be expanded by clicking on the inverted triangle present rightmost of the table. 

@ = On selecting Item Code, the following will be fetched automatically: item name, description, any image if set, quantity default as 1, 
the rates. You can add discounts in the Discounts and Margin section. 

@ Under Discount and Margin you can add extra margin for profit or give a discount. Both can be set based on either amount or 
percentage. The final rate will be shown below in the Rate section. You can assign an Item Tax Template created specifically for an 
item. 

e Item weights will be fetched if set in the Item master. 


e In Warehouse and Reference, the warehouse will be fetched from the Item master, this is the warehouse where your stock is 
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e@ Under Planning you can see the Projected quantity and the actual quantity present. To know more about these fields, click here. If 


present. 


you click on the 'Stock Balance’ button, it'll take you to a doctype where you can generate a stock report for the item. 
@ = Shopping cart, additional notes is for website transactions. Notes about the item will be fetched here when added via a shopping 
cart. For example: make food extra spicy. /ntroduced in v12 
e@ Page Break Will create a page break just before this item when printing. 
e@ You can insert rows below/above, duplicate, move, or delete rows in this table. 
e@ Tip: You can also Download the items table in CSV format and Upload it to another transaction. 
The total quantity, rate, and net weight of all items will be shown below the item table. The rate shown here is pre-tax. 
3.4 Taxes and Charges_ 


To add taxes to your Quotation, you can select a Sales Taxes and Charges Template or add the taxes manually in the Sales Taxes and Charges 


table. 


The total taxes and charges will be displayed below the table. Clicking on Tax Breakup will show all the components and amounts. 


B > Selling > Quotation » SAL-QTN-2021-00006 Q Search or type a command (Ctrl + G) Gs Help» =: BS 
Innovative Chemicals Inc. - brat GetitemsFrom: << > Go 


Sales Taxes and Charges Template 


US ST 6.25% - UP 


Is customer exempted from sales tax? 


Sales Taxes and Charges 


No Type Account Head Rate Amount otal 
1 On Net Total ST 6.25% - UP 6.250 $ 8,250.00 $ 140,250.00 @ Edit 
Add Row 
Tax Breakup « 
Taxes and Charges Calculation 
Item Taxable Amount ST 6.25% @ 6.25 
HDPE $ 24,000.00 (6.25%) $ 1,500.00 
Luxury Plastic Chair $ 108,000.00 (6.25%) $ 6,750.00 


To add taxes automatically via a Tax Category, visit this page. 

Shipping Rule_ 

A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 
the Shipping Rule page. 

3.5 Additional Discount_ 

Other than offering discount per item, you can add a discount to the whole quotation in this section. This discount could be based on the 
Grand Total i.e., post tax/charges or Net total i.e., pre tax/charges. The additional discount can be applied as a percentage or an amount. 
Read Applying Discount for more details. 

3.6 Payment Terms_ 

Sometimes payment is not done all at once. Depending on the agreement, half of the payment may be made before shipment and the other 


half after receiving the goods/services. You can add a Payment Terms template or add the terms manually in this section. 
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B > Selling > Quotation >» SAL-QTN-2021 Q Search or type a command (Ctrl + G) Ga Help» BS 
Innovative Chemicals Inc. - rar. GetItemsFrom> << >) Qo 
Payment Terms 
Payment Terms Template 
20-40-40 

Payment Schedule 
No. Payment Term Description Due Date nvoice Portion Payment Amount 
1 Advance 06-10-2021 20% $28,050.00 @ Edit 
2 Advance 06-25-2021 40% $56,100.00 ? Edit 
3 Advance 07-25-2021 40% $56,100.00 @ Edit 


Add Row 


Read Payment Terms to know more. 
3.7 Terms and Conditions_ 
In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 
Customer. You can apply the Terms and Conditions to transactions to transactions and they will appear when printing the document. To know 
about Terms and Conditions, click here 
3.8 Print Settings 
Letterhead_ 
You can print your quotation/sales order on your company's letterhead. Know more here. 
‘Group same items’ will group the same items added multiple times in the items table. This can be seen when your print. 
Print Headings 
Quotations can also be titled as “Proforma Invoice” or “Proposal” . You can do this by selecting a Print Heading. To create new Print 
Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
3.9 More Information_ 
@ Campaign: A Sales campaign can be associated with the quotation. A set of quotations can be part of a sales campaign. 
e@ Source: A Lead Source type can be linked if quoting to a lead, whether from a campaign, from a supplier, an exhibition etc,. Select 
Existing Customer if quoting to a customer. 
e@ Supplier Quotation: A Supplier Quotation can be linked for comparing with your current quotation to a buyer. You can get an idea 
of profit/loss by comparing the two. 
3.10 Submitting the Quotation_ 
Quotation isa “Submittable” transaction. When you click on Save, a draft is saved, on submitting, it is submitted permanently. Since you 
send this Quotation to your Customer or Lead, you must freeze it so that changes are not made after you send the Quotation. 
On submitting, you can create a Sales Order or a Subscription from the Quotation using the Create button. In the Dashboard present on the 
top, you can go to the Sales Order linked with this Quotation. In case it didn't work out, you can set the Quotation as lost by clicking on the 


‘Set as Lost button’. 
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B > Selling > Quotation > SAL-QTN-2021-00006 


= Innovative Chemicals Inc. - open 


2, Assigned To 


+ Connections ~ 


@ Attachments 
Attach File + Quotation To * 


Lead 
vy Reviews 


+ Lead * 
CRM-LEAD-2021-00001 
& Shared With 
ee Customer Name 
Innovative Chemicals Inc. 
® Tags 
Add a tag 
0 0 FOLLOW 
SALES ORDER 


Order. 


Lead 


Opportunity 


Quotation 


To access Sales Order, go to: 
Home > Selling > Sales > Sales Order 


1. Prerequisites" 


e Customer 
e Item 


2. How to create a Sales Order_ 


Select the Customer. 


Pe Ge > ES 


A Sales Order is a confirmation of an order from your customer. 


It is usually a binding Contract with your Customer. Once your customer confirms the Quotation you can convert your Quotation into a Sales 


Payment Entry 


Sales Order 


Q Search or type a command (Ctrl + G) a Help» BS 


Set as Lost < > eo - Cancel 


Sales Order 


Subscription 


Company * 


Unico Plastics Inc. 


Date * 


05-26-2021 


Valid Till 


06-26-2021 


Order Type * 


Sales 


Delivery Note 


Before creating and using a Sales Order, it is advised that you create the following first: 


Go to the Sales Order list, click on New. 


Set the ‘Delivery Date’ - applied to the whole order. 


With Order Type, you can set whether it's a Sales order, Maintenance order, or from the online Shopping Cart of your website. By 


default, this value is set to "Sales". 


5. In the "Customer's Purchase Order" you can enter the Customers Purchase Order No. or other details which may be useful as a 


Sales Invoice Payment Entry 
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2 Assigned To 


+: 


@ Attachments 


Attach File + 
vy Reviews 

+ 

& Shared With 

+ 
® Tags 
Add atag 

0 0 FOLLOW 


= New Sales Order 


3. Features_ 


reference. 


that value. 


B > Selling > Quotation > SAL-QTN 


7. Click "Save" to save a draft of the Sales Order. 
8. "Submit" to submit the Sales Order to the System. 


2.1 Other ways to create a Sales Order_ 


= Innovative Chemicals Inc. - open 


Connections ~ 


Quotation To * 


Lead 


Lead * 


CRM-LEAD-2021-00001 


Customer Name 


Innovative Chemicals Inc. 


B > Selling > Sales Order > new-sales-order-1 


* Not Saved 


Series * 


SAL-ORD-.YYYY.- 


Customer * 


Order Type * 


Sales 


Currency and Price List ~ 


Set Source Warehouse 


when you change a price in the Sales Order. 


3.1 Currency and Price List_ 


Read about Price Lists and Multi-Currency Transactions to know more. 


3.1 Set Source Warehouse_ 


6. — Enter the items and quantities to be delivered in the Item table. If Item Prices are set for the items, the Rate field will be populated 


automatically. If not, enter the item Rate manually. You can also overwrite the auto-populated Item Rate in case you want to change 


1. You can also create a Sales Order from a submitted Quotation via the Create button on the top right. 


Q Search or type a command (Ctrl + G) 


Create > Set as Lost 


Subscription 


Company * 


Unico Plastics Inc. 


Date * 


05-26-2021 


Valid Till 


06-26-2021 


Order Type * 


Sales 


2. Or you can create a new Sales Order and pull details from a Quotation. 


Q Search or type a command (Ctrl + G) 


Company * 


Unico Plastics Inc. 


Date * 


05-26-2021 


Delivery Date 
® 


Customer's Purchase Order 


To allow for per-Customer, per-Item Pricing Rules, (“Customer A" pays $1.00 for “Item 1" but "Customer B" pays $1.25 for “Item 1"), there's a 


check box called ‘Allow User to Edit Price List Rate in Transaction’ in Selling Settings. This enables saving the specific item price per customer 


You can set the currency in which the quotation/sales order is to be sent. If you set a Pricing List, then the item prices will be fetched from 


that list. Ticking on ‘Ignore Pricing Rule’ will ignore the Pricing Rules set in Accounts > Pricing Rule. 


If you have the same stock in multiple warehouses, setting a warehouse here will cause all the items from the item table to be fetched from 


Cancel 


BS 
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this warehouse. You need to have stock available in this 'source warehouse’ you're setting. Note that this option will override the 'Default 
Warehouse’ you've set in the Item master. 
3.2 The Items Table 
e@ Delivery Date against each item: If there are multiple items and if you enter a delivery date in the first row, the date will be copied 
to other rows as well where it is blank. You'll have to set these if not set globally at the top of the Sales Order. 
A Sales Order displays the billed amount, valuation rate, and gross profit in the items table when you click on the inverted triangle to expand 
a row. 
You can also add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read documentation for tracking items 
using barcode to know more. 
e@ Delivery Warehouse: This is the warehouse from where the stock will be picked to be delivered to your customer. 
@ Drop Ship: This is a situation where you do not keep items in stock in your own Warehouse but deliver items directly to a customer 
from a distributor. To enable drop shipping for an item tick on the ‘Supplier delivers to Customer’. When you tick on this, the 
Delivery Warehouse option will disappear since you're not shipping the item. Select your supplier in the ‘Supplier’ field. 
Further, if you create a purchase order from this sales order, it'll be created for the supplier you selected here and only the items which are 
valid for drop shipping. 
e@ Planning: Read Projected Quantity to know about the fields under planning. 
The other fields in the item table are similar as explained in Quotation. 
3.3 Packing List_ 
This is linked to the Product Bundle and appears only when the transaction involves a product bundle. 
The “Packing List” table will be automatically updated when you “Save” the Sales Order. If any Items in your table are Product Bundle 
(packets), then the “Packing List” will contain the exploded (detailed) list of your Items. 
You will be asked to select a Delivery Warehouse even for a product bundle item, this warehouse will be then updated in the Packing List 
items. You can change the warehouse, serial number, and batch in the packing list items in case items in your product bundle come from 
different warehouses. 


Here is what a Packing List looks like: 


B > Selling > Sales Order > SAL-ORD-2021-00011 Q Search or type a command (Ctri + G) a Help» BS 


Innovative Chemicals Inc. - bret GetltemsFrom? << > @ 
Packing List ~ 
Packed Items 


No. Parent Item item Code Descriptior Qty 


1 Set of Plastic Chairs Dinner Set Chair Dinner Set Chair 5 @ Edit 
2 Set of Plastic Chairs Luxury Plastic Chair Luxury Plastic Chair 5 @ Edit 
3 Set of Plastic Chairs Premium Plastic Chair Set Premium Plastic Chair 5 @ Edit 


3.4 Taxes and Charges_ 


To add taxes to your Sales Order, you can select a Sales Taxes and Charges Template or add the taxes manually in the Sales Taxes and Charges 


table. 


The total taxes and charges will be displayed below the table. Clicking on Tax Breakup will show all the components and amounts. 
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Ba > Selling > Sales Order » SAL-ORD-2021-00011 Q Search or type a command (Ctrl + G) Ci Hep» =—BS 


Innovative Chemicals Inc. - orart GetltemsFrom> << > @ 


Sales Taxes and Charges Template 


US ST 6.25% - UP 
Is customer exempted from sales tax? 


Sales Taxes and Charges 


No Type Account Head Rate Amount Total 


1 On Net Total ST 6.25% - UP 6.250 $93.75 $ 1,593.75 @ Edit 


Add Row 


Shipping Rule_ 
A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 
the Shipping Rule page. 
If a Tax Category is selected, the template and tax table will be automatically populated. To know more, visit this page. 
3.5 Additional Discount_ 
Other than offering discount per item, you can add a discount to the whole sales order in this section. This discount could be based on the 
Grand Total i.e., post tax/charges or Net total i.e., pre tax/charges. The additional discount can be applied as a percentage or an amount. 
Read Applying Discount for more details. 
3.6 Payment Terms_ 
Sometimes payment is not done all at once. Depending on the agreement, half of the payment may be made before shipment and the other 
half after receiving the goods/services. You can add a Payment Terms template or add the terms manually in this section. 
Read Payment Terms to know more. 
3.7 Terms and Conditions_ 
In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 
Customer. You can apply the Terms and Conditions to transactions to transactions and they will appear when printing the document. To know 
about Terms and Conditions, click here 
3.8 Print Settings. 
Letterhead_ 
You can print your quotation/sales order on your company's letterhead. Know more here. 
‘Group same items’ will group the same items added multiple times in the items table. This can be seen when your print. 
Print Headings 
Quotations can also be titled as “Proforma Invoice” or “Proposal” . You can do this by selecting a Print Heading. To create new Print 
Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
3.9 More Information_ 
@ Campaign: A Sales campaign can be associated with the quotation. A set of quotations can be part of a sales campaign. 
e@ Source: A Lead Source type can be linked if quoting to a lead, whether from a campaign, from a supplier, an exhibition etc,. Select 
Existing Customer if quoting to a customer. 
e@ Inter Company Order Reference: If two of your companies are part of the same organization or have a parent-child relationship, 
you can link a Purchase Order to this Sales Order. Know more about inter-company invoicing here. 
e@ Project: If your Sales Order is part of a project, you can link it here and the Project progress will be updated. 
3.10 Billing and Delivery Status_ 
e Status: The status of the Sales Order whether a Draft, On Hold, To Deliver and Bill, To Bill, To Deliver, Completed, Cancelled, or 


Closed. 


e Amount Billed and Delivered percent: The percentage of amount billed and the items delivered from the Sales Order. 
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3.11 Commission_ 

If the sale took place via one of your Sales Partners, you can add their commission details here. Enter the commission rate and the commission 
amount will be displayed below. 

3.12 Sales Team_ 

Sales Persons: ERP allows you to add multiple Sales Persons who may have worked on this deal. You can change the contribution percentage 


of the Sales Persons and track how much incentives they earned on this deal. 


B > Selling > Sales Order >» SAL-ORD-2021-00011 Q Search or type a command (Ctrl + G) Gi Helpy = BS 


Innovative Chemicals Inc. att GetltemsFrom> <>) 
Sales Team ~ 


Sales Team 


No. Sales Person Contribution (%) Contribution to Net T Commission Rate ncentives 


1 Grace Gibson 


2 Bella Alsop 


3 John Lee 


30 


30 


$ 18,000.00 


$ 18,000.00 


$ 24,000.00 


$ 180.00 


$ 180.00 


$ 240.00 


? Edit 


2 Edit 


@ Edit 


Add Row 


3.13 Auto Repeat Section_ 
Auto repeating Sales Orders is like a subscription. Set a start and end date for the auto-repeat. Select the Auto Repeat created. To know more 
about auto repeat click here. 
3.14 After Submitting_ 
Sales Order isa “Submittable” transaction. You will be able to execute further steps (like making a Delivery Note) only after “Submitting” 
a Sales Order. 
Once you “Submit” your Sales Order, you can trigger actions from the Sales Order: 
e You can Add, Update, Delete items in the Sales Order by clicking on the Update Items button. However you cannot delete items 
which has already been delivered or has work order assigned to it. 
e = Status: Once submitted, you can hold a Sales Order or Close it. 
e@ Create: From a submitted Sales Order, you can create the following: 
e Delivery Note - To make a shipment entry. You can also make Delivery Note for selected items based on the delivery 
date. 
e@ = Work Order - To start a Work Order with the raw materials. 
e@ Sales Invoice - To bill the Order. 
e Material Request - To request re-stocking materials if out of stock. 
e Request for Raw Materials - To request raw materials required for manufacturing. 
e Project - To create a project based on the Sales Order. 
@ — Subscription - To auto repeat the Sales Order, i.e., make it a subscription. 


e Payment Request - To make a Payment Request. 


e Payment - To record payment against the Sales Order. 
These actions can also be seen at the top of the Dashboard. You can also make an accounting Journal Entry based on the Sales Order from 


the dashboard. 
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B > Selling > Sales Order > SAL-ORD-2021-00011 


= Innovative Chemicals Inc. ~ % deliver ena Bi 


& Assigned To 


ri Connections v 


@ Attachments 
Attach File + Customer * 


Innovative Chemicals Inc. 
vy Reviews 


+ Order Type * 


Sales 
& Shared With 


- 


® Tags 


Add a tag 


0 te} FOLLOW 


Address and Contact ~ 


You edited this 


just now 


You created this 


Binutos Bate Currency and Price List v 


Q Search or type a command (Ctrl + G) Ga Helpy BS 


Update Items Status > 


Company * 


Unico Plastics Inc. 


Date * 


05-26-2021 


Delivery Date 


05-31-2021 


Customer's Purchase Order 


| create 2 | < > eo Cancel 


Pick List 

Delivery Note 

Work Order 

Sales Invoice 

Material Request 

Request for Raw Materials 
Purchase Order 

Project 

Subscription 

Payment Request 


Payment 


3.15 Sales Order with Order type 'Maintenance'_ 
When the ‘Order Type’ of the Sales Order is ‘Maintenance’ follow these steps: 
1. Enter Currency, Price list, and Item details. 
2 Mention taxes and other information. 
3. Save and Submit the form. 
4 


Once the form is submitted, the Create button will provide these choices specific to the maintenance Order Type. 


i) Maintenance Visit ii) Maintenance Schedule. 


B > Selling > Sales Order >» SAL-ORD-2021-00010 


= Innovative Chemicals Inc. - % deliver ena Bi 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Customer * 
Innovative Chemicals Inc. 
ty Reviews 
+ Order Type * 
Maintenance 
& Shared With 
+ 
®D Tags 
Add a tag 
0 to) FOLLOW 


Address and Contact ~ 
You edited this 


2 days ago 


You created this 


aya ao Currency and Price List ~ 


fetched directly. 


fetched directly. 


Q Search or type a command (Ctrl + G) Ga Helpy BS 


Update Items Status > 


Company * 


Unico Plastics Inc. 


Date * 


05-24-2021 


Delivery Date 


Customer's Purchase Order 


Note 1: By clicking on the Action button and selecting ‘Maintenance Visit’ you can directly fill the visit form. The Sales Order details will be 


Note 2: By clicking on the Action button and selecting ‘Maintenance Schedule’ you can fill the schedule details. The Sales Order details will be 


Note 3: By clicking on the Invoice button you can make an Invoice for your services. The sales orders details will be fetched directly. 


[create : | < > @& Cancel 


Pick List 
Sales Invoice 
Purchase Order 


Maintenance Visit 


Maintenance Schedule 


Project 
Subscription 
Payment Request 


Payment 
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SALES PARTNER 


Sales Partners are people or companies that assist you in getting business. 

Sales Partners can be represented by different names in ERP. You can call them Channel Partner, Distributor, Dealer, Agent, Retailer, 
Implementation Partner, Reseller, etc. 

For each Sales Partner, you can define a commission rate. When a Sales Partner is selected in transactions, their commission is calculated over 
Net Total of Sales Order/Invoice or Delivery Note. 

To access Sales Partner, go to: 

Home > Selling > Sales Partner 


1. How to Create a Sales Partner_ 


1. Go to the Sales Partner list, click on New. 
2. Enter the Sales Partner name and the Commission Rate. 
3. You can also select the type of Sales Partner you're creating to identify if they're a Reseller or Retailer, and so on. 
4. Save. 
B > Retail > Sales Partner > Intech Inc. Q Search or type a command (Ctrl + G) Ga Help v A 
= Intech Inc. « > 6 


2. Assigned To 


Partner Type Commission Rate * 
+ 
Distributor 10.000 
@ Attachments 
Territory * 


Attach File + 
All Territories 


vw Reviews 


+ 
8 Shared With Address & Contacts 
+ No address added yet No contacts added yet 

~ New Address New Contact 
® Tags 
Add a tag 

Sales Partner Target 

Oo: ) FOLLOW Targets 
No. Item Group Fiscal Year Territory Target Qty Target Amount 
just ne 1 Products 2021-2022 All Territories 3,000 1,25,000 2 Edit 
You created this 
Add Row 


4 minutes ago 


2. Features_ 
2.1 Address and Contact_ 


You can add and track a Sales Partner's Addresses and Contact details. These can be added in the Address & Contacts section in a Sales 


Partner: 
B > Selling > Sales Partner > Intech Inc Q Search or type a command (Ctrl + G) GosHelp» —siBS 
= Intech Inc. <> 8 
+ 
a, Shared With Address & Contacts 
+ 
1. Intech Inc. (Billing) Edit Lesley W Archibald Edit 
© rags Baker Street : 
Sth Avenue Phone: 903-597-3599 
Add a tag Malibu, California 90274 


New Contact 
New Address 


2.2 Sales Partner Target_ 
You can allocate Targets for each Item Group and Territory, based on Qty and Amount. You can allocate targets Territory- or Month-wise, to 


know more see Related 
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B > Retail > Sales Partner > Intech Inc. Q Search or type a command (Ctr + G) a Help ~ A 


= Intech Inc. < > 6 
Sales Partner Target 
0-Qo FOLLOW Targets 
No. Item Group Fiscal Year Territory Target Qty Target Amount 

You edited this 
just now 1 Products 2021-2022 All Territories 3,000 1.25000 2 Edit 

e hi 
Moreh aye Nba 2 Raw Material 2021-2022 India 7,000 250,000 a Edit 


17 minutes ago 


Add Row 


Topics. 


2.3 Including Sales Partners in Your Website_ 


To include the name of your Partner on your website, tick the "Show in Website” checkbox. When you click on "Show in Website", you will see 


a field where you can attach the logo of your partner's company and enter a brief introduction of the partner, and optionally add a description 


for internal 
purposes/references. 
B > Selling > Sales Partner > Intech Inc Q Search or type a command (Ctrl + G) rat Helpv BS 
< > (=) 


= Intech Inc. 


Website 
Show In Website Referral Code 
To Track inbound purchase 
Route Logo 
Attach 


partners/intech-inc 
Partner website 


https://www.intech.com/ 


Introduction 


Intech Inc. is a leading distributor of plastic products. 


To see the listing of partners, go to: 


https://yourCcompanyName.ERP.com/partners 


Unico Plastics Inc. Contact Blog _~— Products BS 
Partners 
Intech Inc. 
All Territories - Distributor 
Intech Inc. is a leading distributor of plastic products. 
Get Updates 


Your email address. 


© Unico Plastics Inc. Powered by ERPNext - ERP Software for Distribution Companies 


2.4 Track Sales via Sales Partner_ 


Sales Partner can actively generates leads for your company products/ services. To track the performance of each sales partner use Referral 
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= Intech Inc. 


B > Selling 


Code and their URL as below 


generated via Shopping Cart. 


B > Selling > Sales Partner > Intech Inc 


Website 


Show In Website 


3. Sales Partner Reports_ 


Sales Partner Commission Summary 


3.1 Sales Partner Commission Summary_ 


To get Sales Order wise Sales Partner commission data. 


B > Selling 


Sales Invoice Customer 
1 SINV-21-00043 
2  SINV-21-00043 
3. SINV-21-00043 
4  SINV-21-00042 
5 SINV-21-00042 
6  SINV-21-00042 


7 SINV-21-00041 Orange Inc. 


Total 


For comparison, use >5, <10 or 


Sales Invoice 


Innovative Chemic... 


Innovative Chemic... 


Innovative Chemic... 


Innovative Chemic... 


Innovative Chemic... 


Innovative Chemic... 


Sales Partner Transaction Summary 


Territory 


West Coast 
West Coast 
West Coast 
West Coast 
West Coast 
West Coast 


All Territories 


3.3 Sales Partner Target Variance_ 


3.2 Sales Partner Transaction Summary_ 


02-01-2021 


Posting D... 


05-30-2021 
05-30-2021 
05-30-2021 
04-07-2021 
04-07-2021 
04-07-2021 


02-11-2021 


=324, For ranges, use 5:10 (for values between 5 & 10). 


To get Sales Order item-wise Sales Partner commission data. 


URL as shown below should be sent to the sales partner to use in their website/campaign. 


Q Search or type a command (Ctrl + G) 


Referral Code 


INTECH 


To Track inbound purchase 


Q Search or type a command (Ctrl + G) 


Sales Invoice 01-01-2021 05-30-2021 
rritor 

Sales Invoice Customer Territory Posting D.. Amount Sales Partner 
1 SINV-21-00043 Innovative Chemicals Inc. WestCoast 05-30-2021 $119,500.00 Intech Inc. 
2  SINV-21-00042 Innovative Chemicals Inc. | West Coast 04-07-2021 $ 164,500.00 Intech Inc. 
3 SINV-21-00041 Orange Inc. All Territories 02-11-2021 $99,000.00 Intech Inc. 

Total $ 383,000.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


Create Card 


Unico Plastics Inc. 


Commissi. 


10 


10 


10 


30 


Total Commis. 


$ 11,950.00 
$ 16,450.00 
$ 9,900.00 


$38,300.00 


Q Search or type a command (Ctrl + G) 


05-30-2021 


Show Return Entries 


Item Code 


Luxury Plastic Chair 
Plastic Chair Set 
Premium Plastic Chair Set 
Plastic Chair Set 
Premium Plastic Chair Set 
Luxury Plastic Chair 


PETE 


Quantity 


55.000 
25.000 
40.000 
25.000 
40.000 
100.000 


1.000 


286.000 


Set Chart 


Unico Plastics Inc. 


Rate 


$ 1,000.00 
$ 980.00 
$ 1,000.00 
$ 980.00 
$ 1,000.00 
$ 1,000.00 


$ 99,000.00 


$104,960.00 


Amount 


$ 55,000.00 
$ 24,500.00 
$ 40,000.00 
$ 24,500.00 
$ 40,000.00 
$ 100,000.00 


$ 99,000.00 


$383,000.00 


e.g. A URL having "sp" as parameter like this http://xyz.ERP.com?sp=speed will capture the Sales Partner Information in the Sales Order 


Ga Help» BS 


SetChart CG 


Execution Time: 0.003168 sec 


G Help» BS 


CreateCard CG 


Sales Partner Comm 
Intech Inc. 
Intech Inc. 
Intech Inc. 
Intech Inc. 
Intech Inc. 
Intech Inc. 


Intech Inc. 


Execution Time: 0.006824 sec 


This report will provide you variance between target and actual performance of the Sales Partner based on the Sales Order / Sales Invoice / 


Delivery Note data. User can view this report period wise like Monthly, Quarterly, Half-Yearly, or Yearly. 
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B > Retail 


Sales Partner Target Variance 


Test Company 2021-2022 
Sales Partner Item Group Territory 
1 Intech Inc. Raw Material India 
2 Intech Inc. Products All Territories 


BRAND 


To access the Brand list, go to: 
Home > Selling > Sales > Brand 


1. How to Create a Brand_ 


3. Save. 


B > Stock > Brand > new-brand-1 
= New Brand - wer sevea 


Brand Name * 


MyPET 


Description 


Defaults 
Brand Defaults 


No. Company 


Sales Invoice 


Target (2021-2022) 


% 2,49,999.99 


= 1,25,000.00 


A Brand identifies items with a specific name. 


1. Goto the Brand list and click on New. 


MyPET is a leading brand of Polyethylene terephthalate plastic. 


Now this Brand can be associated with different Items. 


Q Search or type a command (Ctrl + G) 


Create Card 


Yearly . Amount 


Achieved (2021-2... Variance (2021-20.. 


% 2,00,000.00 %-49,999,99 


% 3,83,000.00 % 2,58,000.01 


Usually, a Brand is the manufacturer or packer of a specific product. For example, Apple is a brand that manufactures laptops. A Brand is not 
necessarily the Manufacturer of an Item, it's only the name under which a product is sold. For example, if you manufacture plastic cups, you 
may license it to a big brand so that they sell it under their Brand. 


In ERP, Brands can be assigned to Items for identifying and assigning certain defaults. 


2. Enter a Brand name and enter a description if needed. 


Q Search or type a command (Ctrl + G) 


Default Warehouse Default Price List 


Set Chart CG 


Total Target Total Achieved 


2 2,49,999,99 2 2,00,000.00 


% 1,25,000.00 % 3,83,000.00 


Help ~ A 
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B > Stock > Item > PETE Q Search or type a command (Ctrl + G) 


= PETE -notSaved View > Duplicate < >|) all [save] 


Description ~ 


Brand 


MyPET 


Description 


Nomi 3 B I U 


PeTE| 


2. Features_ 


2.1 Setting defaults for Items of this Brand_ 


Insert Below Insert Above © Duplicate Move v 


Editing Row #1 


Company * Default Price List 


Unico Plastics Inc. Standard Buying 


Default Warehouse 


Stores - UP 


Purchase Defaults 
Default Buying Cost Center Default Expense Account 


PETE - Main - UP Cost of Goods Sold - UP 


Default Supplier 


Kirkland and Watkins 


Sales Defaults 


Default Selling Cost Center Default Income Account 


Shortcuts: Ctri+Up . Ctrl+Down . ESC Insert Below 


The following defaults can be set for a Brand. On assigning this brand to an Item, the set defaults will be fetched when performing 
Sales/Purchase transactions with Item of this Brand. 
e@ Default Warehouse: The Warehouse from which the Item will be sourced/stored depending on the transaction. 
© Default Price List: The Price List set here will be fetched in Purchase/Sales transactions. 
Purchase Defaults_ 
When performing Purchase transactions like Purchase Order, Purchase Receipt, or Purchase Invoice, the defaults set here will be fetched on 


selecting Item of this Brand. 


e Default Buying Cost Center 
e —_—Default Supplier 


e —_— Default Expense Account 
Sales Defaults_ 


When performing Sales transactions like Sales Order, Delivery Note, or Sales Invoice, the defaults set here will be fetched on selecting Item of 
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this Brand. 
e Default Selling Cost Center 


e Default Income Account 


BLANKET ORDER 


A Blanket Order is an order from a customer to supply materials for specific items over a period of time at pre-negotiated rates. 
From a blanket order, sales orders can be generated as per the delivery schedule provided by the customer. Blanket orders help customers 
avoid storing materials in huge quantities while allowing them to take advantage of fixed rates by committing volumes within a specific time 
period. 

To access Blanket Order, go to: 

Home > Selling > Sales > Blanket Order 

1. Prerequisites" 

Before creating and using a Blanket Order, it is advised that you create the following first: 


e@ — Customer or Supplier 


e Item 
2. How to Create a Blanket Order for Sales and Purchase_ 


Go to the Blanket Order list, click on New. 


2. — Select Selling/Purchasing in Order Type. 
3. Select Customer/Supplier. 
4. Specify the validity period of the order by selecting From Date and To Date. 
5. — Enter Item Code, Quantity and Rate in the Item table. You can also mention the Terms and Conditions for each item. 
6. Submit. 
B Q Search or type a command (Ctrl + G) G Help» BS 
Home += Customize 
® Build Your Shortcuts Q 
(2 Buying Item Customer Supplier 
c CRM 
HR Sales Invoice Leaderboard 
(@_ Loan Managem... 
CB Payroll Reports & Masters 
© Projects 
®& Accounting ®& Stock ® Human Resources 
© Quality 
» Chart of Accounts » Item » Employee 
&) Selling » Company » Warehouse » Employee Attendance Tool 
® Stock * Customer * Brand «Salary Structure 
63 Support * Supplier «Unit of Measure (UOM) 
(4 Website * Stock Reconciliation 
3. Features_ 


3.1 Create Sales Orders_ 

The ‘Ordered Quantity’ field will be updated once a Sales Order is placed. Once a Blanket Order is submitted, you can create new Sales Orders 
by clicking on Sales Order under the Create button. 

3.2 Create Purchase Orders_ 


The ‘Ordered Quantity’ field will be updated once a Purchase Order is placed. Once a Blanket Order is submitted, you can create new Purchase 
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Orders by clicking on Purchase Order under the Create button. 


3.3. Create Quotations" 


3.4. Dashboard_ 


MFG-BLR-2021-00004 . submittec 


2, Assigned To 


+ Connections ~ 


@ Attachments Purchase Order + 


Attach File ag @ SalesOrder 91 + 


wy Reviews Quotation + 


+ 


TERRITORY 


A Territory is a geographical region you do business in. 


To access the Territory list, go to: 
Home > Selling > Settings > Territory 
1. How to create a Territory 


1. Goto the Territory list, click on New. 


6 All Territories 
© Rest Of The World 
© United States 
& East Coast 
© Maryland 
© New Jersey 
© New York 
© Virginia 
& west Coast 
© California 
© Oregon 


© Washington 


2. Features_ 
2.1 Assigning a Territory manager_ 
You can assign a Territory Manager who looks after the Sales of of this region. This isa 


2.2 Setting Sales Targets_ 


Once a Blanket Order is submitted, you can create new Quotations by clicking on Quotation under the Create button. 


You can view Purchase Orders, Sales Orders and Quotations against this Blanket Order through the Dashboard. 


B Q Search or type a command (Ctrl + G) Ga Help» BS 


Note- Multiple Sales Orders, Purchase Orders, and Quotations can be created against one Blanket Order. 


In ERP, a Territory is used to classify Customers, Addresses, in accounting report, and to allocated sales targets. 


2. Tick 'Group Node' if there'll be sub-territories under this Territory. For example, France is a group Territory and Paris is a sub- 


territory. 
3. Save. 
B > seting Q Search or type a command (Ctrl + G) Go Help» = BS 
Territory Tree Expand All += New 


You can add multiple sub-territories under a parent territory. On saving, a territory can be selected in transactions and reports. 


Create > < > =e Cancel 


Sales Order 


Quotation 
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Here you can set specific sales targets based on the following fields: 


e Item Group 
e Fiscal Year 


es Target Qty 


e = Target Amount 


e Target Distribution 


B > Selling > Territory > Virginia 


= Virginia 
2, Assigned To 
- 


@ Attachments 


Attach File - 


vy Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


0 (0) FOLLOW 


You edited this 


just now 


You created this 
10 minut 


Parent Territory 


East Coast 


Is Group 


Territory Targets 


Set Item Group-) 


Targets 
No. Item Group 
1 Products 
2 Raw Material 
Add Row 


Add acomment 


this Territory. You can also inc! 


Q Search or type a command (Ctrl + G) 


asonality by setting the Distribution 


< > 
Territory Manager 
For reference 
Target Qty Target Amount Target Distribution 
1,200 80,000 2021 Monthly Distribu... 
1,500 120,000 2021 Monthly Distribu... 


To know more about setting sales targets, visit the Sales Person Target Allocation page 


SELLING SETTINGS 


Selling Settings is where you can define properties and validations which will be applied to the masters and transactions involved in the sales 


cycle. 


To access Selling Settings, go to: 


Home > Selling > Settings > Selling Settings 


Customer Defaults_ 
B > Retail > Selling Settings 


= Selling Settings 
& Assigned To 
+ 


@ Attachments 


Attach File + 


ve Reviews 


4 


Customer Defaults 


Customer Naming By 


Customer Name 


Default Customer Group 


All Customer Groups 


1. Customer Naming By 


Q Search or type a command (Ctrl + G) 


Default Territory 


All Territories 


When a customer is saved, a unique ID is generated for that Customer. 


By default, Customer ID is generated based on Customer Name. If you wish to save Customer using a naming series, in the field Customer 


Naming Series, set value as "Naming Series". Example of Customer ID's saved in Naming Series - "CUST00001, CUSTO0002, CUST00003..." and 


so on. 
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You can set Naming Series for Customers from: 

Setup > Data > Naming Series 

2. Default Customer Group_ 

Select a default Customer Group which will be auto-updated when creating a new Customer. 

Quotations can be created for the Customers as well as for the Leads. When converting a Quotation into a Sales Order, which is created for a 
Lead, the system attempts to convert that Lead into a Customer. While creating Customer in the backend, the value for Customer Group is 
picked from Selling Settings. If no default values are found for Customer Group, then you will receive a validation message asking for the 
Customer Group. You can also manually convert a Lead into a Customer. 

3. Default Territory. 

Select a default Territory which will be auto-updated when creating a new Customer. 

Quotations can be created for the Customers as well as for the Leads. When converting a Quotation into a Sales Order, which is created for a 
Lead, the system attempts to convert that Lead into a Customer. While creating Customer in the backend, the value for Territory is picked 
from Selling Settings. If no default values are found for Territory, then you will receive a validation message asking for the Territory. You can 
also manually convert a Lead into a Customer. 


CRM Settings" 


B > Retail > Selling Settings Q Search or type a command (Ctrl + G) ra Help v A 


Selling Settings 


CRM Settings 
Campaign Naming By Close Opportunity After Days 


(0) to) FOLLOW : 15 


Default Quotation Validity Days 


You created this 


1. Campaign Naming By_ 

Just like for Customer, you can also configure the naming methodology for the Campaign master. By default, a campaign will be saved with 
Campaign Name. 

2. Default Quotation Validity Days_ 

Quotations to the customer are valid only for certain days. In the Quotation, you can update Valid Till Date manually. By default, the Valid Till 
date is auto-set as 30 days from the Quotation's Posting Date. You can change the no. of days in this field as per your business case. 

3. Close Opportunity After Days 

If there are many Opportunities having a status other than Open, then they will be auto-closed after the no. of days mentioned in this field. 
Item Price Settings 


B > Retail > Selling Settings Q Search or type a command (Ctrl + G) Q Hep» A 
Selling Settings [save] 


Item Price Settings 


Default Price List @ Maintain Same Rate Throughout Sales Cycle 
Se maee Allow User to Edit Price List Rate in Transactions 

Action if Same Rate is Not Maintained Throughout Sales Cycle * Validate Selling Price for Item Against Purchase Rate or Valuation Rate 
Stop : Calculate Product Bundle Price based on Child Items’ Rates 


Role Allowed to Override Stop Action 


1. Default Price List_ 
Price List set in this field will be auto-updated in the Price List field of sales transactions like Quotation, Sales Order, Delivery Note, and Sales 


Invoice. 
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If this is enabled, ERP will validate whether an Item's price is changing in a Delivery Note or Sales Invoice created from a Sales Order, i.e. it will 


2. Maintain Same Rate Throughout Sales Cycle 


help you maintain the same rate throughout the sales cycle. 
3. Action if Same Rate is Not Maintained Throughout Sales Cycle 
You can configure the action that system should take if the same rate is not maintained in the "Action If Same Rate is Not Maintained 
Throughout Sales Cycle" field: 
e@ = Stop: ERP will stop you from changing the price by throwing a validation error. 
e@ Warn: The system will let you save the transaction but warn you with a message if the rate is changed. 


Note: This field will only be visible if Maintain Same Rate Throughout Sales Cycle is enabled. 


4. Role Allowed to Override Stop Action_ 


Allow users to add role to override "Stop" action for Maintain Same Rate Throughout Sales Cycle, if Action if Same Rate is Not Maintained was 


set to Stop. 
Note: This field will only be visible if ‘Maintain Same Rate Throughout Sales Cycle’ is enabled and ‘Action if Same Rate is Not Maintained’ is 
set to Stop. 
5. Allow User to Edit Price List Rate in Transactions 
The item table in sale transactions has a field called Price List Rate. This field is non-editable by default in all the sales transactions. This is to 
ensure that the price of an item is fetched from Item Price record and the user is not able to edit it. 
If you need the Item Price fetched from Price List of an item to be editable, you should uncheck this field. 
6. Validate Selling Price for Item Against Purchase Rate or Valuation Rate_ 
When making sales, it's important to know that you're not making losses. Enabling this validation will validate the item's Selling Price with its 
valuation/buying price. If an item's selling price is found to be less than it's buying price, then you will get a prompt when this checkbox is 
ticked. 
7. Calculate Product Bundle Price based on Child Items’ Rates_ 
Enabling this will do the following: 

@ Make the Rate column of all Packed/Bundle Items tables editable. 

@ = Calculate the prices of all Product Bundles in the Items table, based on the prices of its Child Items, specified in the Packed/Bundle 

Items table. 

Note: If this is enabled, updating the rate of the Product Bundle in the Items table will not change its price. It will get reset to the price based 
on its Child Items on saving the doc. 


Transaction Settings 


elling Settings Q Search or type a command (Ctrl + G) Qa Helpy A 


B > Retail > 
Selling Settings 


Transaction Settings 

Is Sales Order Required for Sales Invoice & Delivery Note Creation? Allow Item to be Added Multiple Times in a Transaction 
No Allow Multiple Sales Orders Against a Customer's Purchase Order 

Is Delivery Note Required for Sales Invoice Creation? Hide Customer's Tax ID from Sales Transactions 


No 


Sales Update Frequency * 
Each Transaction 


en should Project and Company be updated based on Sales Transactions 


1. Is Sales Order Required for Sales Invoice & Delivery Note Creation?_ 
If you wish to make Sales Order creation mandatory before the creation of a Sales Invoice or a Delivery Note, then you should set the ‘Sales 
Order Required! field as 'Yes'. By default, this will be ‘No’. 


This configuration can be overridden for a particular customer by enabling the "Allow Sales Invoice Creation Without Sales Order" checkbox 
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in customer master. 

2. Is Delivery Note Required for Sales Invoice Creation? 

To make Delivery Note creation as mandatory before Sales Invoice creation, you should set this field as 'Yes'. By default, this will be ‘No’. 
This configuration can be overridden for a particular customer by enabling the "Allow Sales Invoice Creation Without Delivery Note" checkbox 
in customer master 

3. Sales Update Frequency. 

The frequency at which project progress and company transaction details will be updated. By default it is for Each Transaction, you can also 
set it to Daily or Monthly if you have a lot of transactions every day. 

4. Allow Item to be Added Multiple Times in a Transaction_ 

This is a validation check which prevents an item from being added multiple times in the same transaction when unchecked. In some cases, 
this might be an explicit need if so check this box. 

5. Allow Multiple Sales Orders Against a Customer's Purchase Order_ 

When creating a Sales Order, you can update the Purchase Order ID and Date received from the Customer. You can create only one Sales 
Order against the Customer's PO No. and Date. However, if you wish to allow the creation of multiple Sales Orders against the same PO No. 
of the Customer, tick the checkbox "Allow multiple Sales Orders against a Customer's Purchase Order". 

6. Hide Customer's Tax ID from Sales Transactions 

As per the statutory requirement, most of the Customers have unique Tax ID assigned to them. They also need to have this tax ID fetched in 
the selling transactions. However, if you don't wish to use this functionality, you can disable by checking this property. 

7. Calculate Product Bundle Price Based on Child Items’ Rates_ 

On enabling Calculate Product Bundle Price based on Child Items’ Rates: 

The Rate column of Packed Items will be made editable. The rate and price of Product Bundles in the Items table will be updated based on 
the rates of its child Items. 


Note: If the Rate of the Product Bundle is changed now, it will get reset to the sum based on the rates of its child items on saving the doc. 


PRODUCT BUNDLE 


A Product Bundle is a master where you can list existing items which are bundled together and sold as a set (or bundle). 
For instance, when you sell a smartphone, you need to ensure that the charger, cable, and sim ejector pin are delivered with it and stock levels 
of these items get affected. To address this scenario, you can create a Product Bundle for the main item, i.e. smartphone. Then list deliverable 
items i.e. smartphone + charger + cable + sim ejector pin as so-called "Child Items". 
A Product Bundle can be seen as a “Bill-of-Materials” on the Sales side. 
Following are the steps to set up a Product Bundle and using it in sales transactions. 
To access product bundle, go to: 
Home > Selling > Items and Pricing > Product Bundle 
1. Prerequisites" 
Before creating and using a Product Bundle, it is advised that you create the following first: 
e Item 
2. How to create a Product Bundle_ 
1. Goto the Product Bundle list, click on New. 
2. Select Parent Item, create one if not already created. Make sure Maintain Stock in unchecked when creating a Parent Item. eg: 
Dinner Set. 


3. Enter a price for the parent item, this will be fetched when making a transaction. 
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4. You can enter a description for internal use. 


5. — Enter the products to be bundled in the Items table and enter their quantities. 


B > Selling > Product Bundle > Set of Plastic Chairs 


= Set of Plastic Chairs 


2, Assigned To 


Parent Item * 


+ 


Set of Plastic Chairs 


@ Attachments 


Q Search or type a command (Ctrl + G) 


Description 
Attach File + 
vy Reviews 
+ 
£8 Shared With Items 
+ List items that form the package. 
Items 
® Tags 
Add atag No. Item Qty Description UOM 
1 Dinner Set Chair 1 Dinner Set Chair Nos ? Edit 
O- i) FOLLOW 2 Luxury Plastic Chair 1 Luxury Plastic Chair Nos 2 Edit 
3 Premium Plastic Chair Set 1 Premium Plastic Chair Set Nos 2 Edit 
You edited this 
4 days ago Add Row 
You created this 
4 days ago 
6. Save. About Product Bundle 


2.1 Selecting Parent Item_ 

In Product Bundle master, there are two sections. The "Parent Item" and a List of items to be shipped (Child Items). 

The "Parent Item" should be seen more like a vessel or virtual item and not a physical product. The "Parent Item" must be a non-stock item. 
To create a non-stock item you have to unmark "Maintain Stock" in the Item Form. This is a non-stock item because there is no stock 
maintained for it but only for the "Child Items". If you want to maintain stock for the Parent Item, then you must create a regular Bill of Material 
(BOM) and package them using Stock Entry Transactions. 

2.2 Selecting Child Items_ 

In the Items table, you will list all the child items for which we maintain stock and is delivered to customer. Remember: The "Parent Item" is 
just virtual, So your main product (a smartphone in our example here) also has to be listed on the List of Child (or Package) Items. 

3. Features_ 

3.1 Product Bundle in the Sales Transactions_ 


When making Sales transactions (Sales Invoice, Sales Order, Delivery Note) the Parent Item will be selected in the main item table. 


B > Stock > Delivery Note > new-delivery-note-1 Q Search or type a command (Ctrl + G) G Help» BS 


= New Delivery Note - Nor sever 


Get Items From > 


Delivery To 
Series * Company * 
MAT-DN-.YYYY.- = Unico Plastics Inc. 
Customer * Date * 
05-30-2021 
Posting Time * 
22:17:04 


Q" erica/Adak 


Edit Posting Date and Time 


Is Return 


Customer PO Details v 


On selection of a Parent Item in the main item table, its child items will be fetched in Packing List table of the transaction. If child item is the 


serialized item, you will be able to specify its Serial No. in packing List table itself. On submission of the transaction, the system will reduce the 
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stock level of child items from warehouse specified in Packing List table. 

Use Product Bundle to Manage Offers/Schemes: 

This was discovered when a customer dealing into nutrition products asked for a feature to manage offers like "Buy One Get One Free". To 
manage the same, he created a non-stock item which was used as Parent Item. In description of item, he entered offer details with the item's 
image displaying the offer. The sellable product was selected in Package Item where qty was two. Hence every time they sold one qty of 


Parent item under this offer, the system deducted two quantities of product from Warehouse. 


SALES PERSON TARGET ALLOCATION 


It is the assignment of Sales Persons to an item or a territory. 

Along with the management of Sales Persons, ERP also allows you to assign target Sales Persons based on Item Group and Territory. Based 
on target allocated and actual sales booked by Sales Person, you will get the Target Variance Report for the Sales Person. 

1. Sales Person - Target Allocation_ 

1.1 Open Sales Person's Master_ 

To allocate target, you need to open specific Sales Person master. 

Selling > Sales Partners and Territory > Sales Person > Edit 

1.2 Allocate Target_ 


In the Sales Person master, you will find a table called Sales Person Targets. 


B > Retail > Sales Person > Grace Gibson Q Search or type a command (Ctrl + G) Go Help» =A 


Grace Gibson - cnabied «>see ~ Be 


Sales Person Targets 


Targets 


tem Group Fiscal Year Territory Target Qty Target Amount 
1 Products 2021-2022 All Territories 1,200 60,000 2 Edit 
2 Raw Material 2021-2022 India 1,500 80,000 @ Edit 


Add Row 


In this table, you should select Item Group, Fiscal Year, Territory, Target Qty, Target Amount, and Target Distribution. 

You can give target in amount or quantity, or both. Item Group or Territory can also be left blank. In this case, the system will calculate target 
based on All Item Groups or All the Territories respectively. 

Target Distribution 

You can spread the target across months. For this create a new monthly distribution, you can see the option when you click on the Target 
Distribution field in the Targets table. For example, a target of selling 1,000 units for first quarter of the Fiscal Year 2019-2020 as shown in the 


preceding screenshot. 
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B > Accounting > Monthly Distribution > 2021 Monthly Distribution Q Search or type a command (Ctrl + G) Gi Hep» =-BS 
= 2021 Monthly Distribution >see ~ Fy 
&. Assigned To 
< Connections ~ 
@ Attachments 
Attach File + Fiscal Year 
2021 
vy Reviews 
ie Monthly Distribution Percentages 
No. Month Percentage Allocation 
& Shared With 
+ 1 January 8333 Edit 
® Tags 2 February 8.333 @ Edit 
Add a tag 3 March 8.333 2 Edit 
4 April 8,333 @ Edit 
0 0 FOLLOW 5 May 8.333 ? Edit 
6 June 8.333 @ Edit 
You edited this 
1 month ago 
+ 3 July 8.333 @ Edit 
You created this 
1 month ago 8 August 8333 0 Edit 
0 Cantamhar 2222 a cae 


1.3 Report - Sales Person Target Variance_ 

To check this report, go to: 

Selling > Other Reports > Sales Person Target Variance 

This report will provide you variance between target and actual performance of Sales Person. This report is based on Sales Order report. 
Here, as per the report, allocated target to Sales Person was roughly 83 in quantity for a month, but he has achieved a target of 80 when the 


report is being viewed, hence the variance report is shown accordingly. 


B > Retail Q Search or type a command (Ctrl + G) at Help v A 
Sales Person Target Variance CreateCard © SetChart 
Test Company 2021-2022 Sales Order : Yearly : Quantity : All Territories 
Sales Person Item Group Territory Target (2021-2022) Achieved (2021-2... Variance (2021-20... Total Target Total Achieved 
1 Grace Gibson Raw Material India 1,500.000 1,400,000 -100.000 1,500.000 1,400.000 
2 Grace Gibson Products All Territories 1,200.000 1,050.000 -150.000 1,200.000 1,050,000 


Note: For the report to reflect correct details, you need to link a Sales Person to a Sales Order, it's present in the Sales Team section of Sales 


Order. The Sales Order also has to be in the submitted stage. 


2. Sales Person - Territorywise Target Allocation_ 

For allocating Territory-wise targets to Sales Person, select the specific Sales Person in the Territory master. This Sales Person is entered just 
for the reference. Sales Person details are not updated in the variance report of Territorywise Target Allocation. 

2.1 Go to Territory master_ 

Selling > Settings > Territory > (Edit specific Territory) 


In the selected Territory, you will find a field to select Territory Manager. This field is linked to "Sales Person" master. 
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= Virginia 


2 Assigned To 


+ 


@ Attachments 


Attach File + 


wy Reviews 


B > Selling 


Unico Plastics Inc. 


Territory 


1. Virginia 


2 Virginia 


For comparison, u' 


B > Selling > Territory > Virginia 


se >5, <10 or 


Parent Territory Territory Manager 


East Coast Grace Gibson 


For refer 


Is Group 7 


Territory Targets 


f 
Set Item Group-wise budgets on this Territory. You can also include seasonality by setting the Distribution. 
& Shared With 
Targets 
+ 
No. Item Group Fiscal Year Target Qty Target Amount 
® Tags 
1 Products 2021 1,200 80,000 
Add a tag 
2 Raw Material 2021 1,500 120,000 
Add Row 
0 0 FOLLOW 
2.2 Allocating Target_ 


Target Allocation in the Territory master is similar to Sales Person master. You can follow the same steps given in section 1.2 A/locate /tem 
Groupwise Target to specify target in the Territory master also. 
2.3 Report - Territory Target Variance Item Groupwise_ 
This report will provide you variance between target and actual performance of Sales in particular territory. This report is based on Sales Order 
report. Though Sales Person is defined in the Territory master, its details are not pulled in the report. 

Note that the Territory of the Customer/Customers must be set accordingly for this report to work. For example, in the following screenshot, 


the target was approx eight units and five was achieved, hence the variance is three. 


Q Search or type a command (Ctrl + G) G 


Territory Target Variance Based On Item Group 


2021 Sales Order Yearly Quantity 
Item Group Target (2020-2021) Achieved (2020-2... Variance (2020-2... Total Target 
Products 1,200.000 850.000 -350.000 1,200.000 
Raw Material 1,500.000 1,350.000 -150.000 1,500.000 
=324, For s, use 5:10 (for values between 5 & 10) 


Q Search or type a command (Ctrl + G) Ga 


Target Distribution 
2021 Monthly Distribu... @ Edit 


2021 Monthly Distribu... @ Edit 


Help v BS 


CreateCard  SetChart G 


Total Achieved Total Variance 


850.000 -350.000 
1,350.000 -150.000 
Execution Time: 0.053019 sec 


3. Target Distribution_ 

To create a new Monthly Distribution, go to: Accounting > Monthly Distribution 
Target Distribution document allows you to divide allocated targets across multiple months. If your products and services are seasonal, you 
can distribute the sales target accordingly. For example, if you are into umbrella business, then target allocated in the monsoon season will 


be higher than in other months. 
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B > Accounting > Monthly Distribution > 2021 Monthly Distribution Q Search or type a command (Ctrl + G) G Help» BS 
2021 Monthly Distribution «> 8B [save | 
+ Monthly Distribution Percentages 
3 Shared With no monn Poromnteae ameceven 
+ 1 January 5 2 Edit 
® Tags 2 February 5 @ Edit 
tM 3 March 5 @ Edit 
4 April 5 2 Edit 
i) 1) FOLLOW 5 May 5 2 Edit 


9 September 2 Edit 


10 October ? Edit 


nN November @ Edit 


12 December ? Edit 


Add Row 


You can link Monthly Distribution while allocating targets in Sales Person and in Territory master. 


SALES TAXES AND CHARGES TEMPLATE 


Sales Taxes and Charges may be applied to any item you sell. 
The templates created from this form can be used in Sales Orders and Sales Invoices. 
For Tax Accounts that you want to use in the tax templates, you must set the Account Type field as 'Tax' for that particular account. The way 
ERP sets up taxes is via templates. Other types of charges that may apply to your invoices (like shipping, insurance etc.) can also be configured 
as taxes. 
To know about setting up taxes visit this page. 
To access Sales Taxes and Charges Template, go to: 
Home > Selling > Settings > Sales Taxes and Charges Template 
To know about setting up taxes visit this page 
1. How to add Sales Taxes/Charges via a template_ 
Before creating a new template, note that templates are already created for many of the commonly used taxes. 
1. Go to the Sales Taxes and Charges Template list, click on New. 
2. Enter a title name for the Tax. 
3. Under type, set on what the tax will be calculated and the tax rate. There are five options under type for which tax will be calculated. 
1. Actual: You can directly enter the amount for the expense. 
2. On Net Total: On the net total of all the items. 
3. On Previous Row Amount: This is for compounding the charges. For example, cess charges over the amount to which 
tax was already applied in the previous row. 
4. — On Previous Row Total: Same as above but applied on the total bill and not just the amount of an item. 
5. On Item Quantity: Tax will be calculated as Tax Rate * Item Quantity. For example, if Tax Rate is 2% and number of Items 
is 1, then Tax Rate will be 4, if number of Items are 5, Tax Rate will be 10, and so on. 
4. Select an account head which has pre set tax rates or create your own. 


5. Selecting default will apply this template by default for new Sales transactions. 
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B > Accounting > Sales Taxes and Charges Template >» US ST 6.25% - 


= US ST6.25% - UP ~ Enabied 


& Assigned To 


+ Connections ~ 


@ Attachments 


Attach File + Title * 
US ST 6.25% 
tr Reviews 
+ Default 


& Shared With Disabled 


+ 
Tags Sales Taxes and Charges 
Add a tag ... * Will be calculated in the transaction. 
No. Type 
1 On Net Total 
0-Qo0 FOLLOW 
Add Row 


Administrator edited this 
1 month ago 


Administrator created this 


1 month ago Add a comment 


Save. 


UP 


Account Head 


ST 6.25% - UP 


Q Search or type a command (Ctrl + G) Ga Help» BS 


Company * 
Unico Plastics Inc. 
Tax Category 
Rate Amount Total 
6.250 $0.00 $0.00 @ Edit 


Is Inter State: For UAE. On selection of a customer in Sales Invoice or Delivery Note, if the GST codes of place of supply and customer shipping 


address don't match, the template with ‘Is Inter State’ ticked will be set as the taxes template. If the place of supply and shipping address are 


the same, the default taxes template will be applied. This also applies to Purchase Invoice, on selection of Supplier, the templates are set 


depending on the addresses. For example, IGST. 


2. Features_ 


2.1 Sales Taxes and Charges table_ 


e Consider Tax or Charge for: Total - for the total of all items. Valuation - for each item. Valuation and total - apply tax/charge to 
both. Check out this article to know the difference. 

e@ = Reference Row #: If tax is based on "Previous Row Total" you can select the row number which will be taken as a base for this 
calculation (default is the previous 

Editing Row #2 Insert Below Insert Above Duplicate Move v 
Type * Description * 
On Previous Row Total Customs Duty 
Reference Row # 
1 
Account Head * 
GHREROEa ee? Is this Tax included in Basic Rate? 
If checked, the tax amount will be considered as already included in the 
Print Rate / Print Amount 
Accounting Dimensions 
Business Unit 
Cost Center 
Main - UP 
row). 

e Is this Tax included in Basic Rate?: If checked, the tax amount will be considered as already included in the Print Rate / Print 
Amount in the Item table of a transaction. This is useful when you want to give tax inclusive price to your customers. To account for 
tax inclusive rates, the system calculates the Net Amount by deducting the amount of tax to be applied then calculates the tax on 
it. 
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e@ Account Head: The Account ledger under which this tax will be booked. If you select VAT or any other preset heads, the rate will 
be automatically filled. 
e = Cost Center: If the tax/charge is an income (like shipping) or expense it needs to be booked against a Cost Center. 
e Description: Description of the tax (that will be printed in invoices/quotes). 
e@ Rate: The Tax rate, eg: 14 = 14% tax. 
e@ Amount: The Tax amount to be applied, eg: 100.00 = 2100 tax. 
The tax rates you define in the template be the standard tax rate for all Items. If there are Items that are supposed have different rates, you 


can override the standard tax rate by setting an Item Tax Template to the Item or Item Group. 


SHIPPING RULE 


Using Shipping Rule you can define the cost for delivering the product to the customer the supplier. 
You can define different shipping rules or a fixed shipping amount for the same item across different territories. 
To access Shipping Rule, go to: 
Home > Selling > Items and Pricing > Shipping Rule 
1. How to create a Shipping Rule_ 
1. Go to the Shipping Rule list, click on New. 


2. — Enter the Shipping Rule label, for example ‘Priority Shipping’ or 'Next Day Shipping’. 


3. Proceed with accounting details like Shipping Account, Cost Center to which amount will be charged, and Shipping Amount. 
4. Under Calculate Based On, you can also change the calculation on which the Shipping Rule will be applied like net total quantity or 
net total weight, by default it is "Fixed". 
5. Save. 
B > Accounting > Shipping Rule > Priority Shipping Q Search or type a command (Ctrl + G) (i Help» = BS 
Priority Shipping - Enabiea <lf> \falf- | save | 
& Assigned To 
4 Connections ~ 
? Attachments 
Attach File + Disabled Shipping Rule Type 
Selling 
vw Reviews 
+ 
Shared With Accounting 
ma 
Company * Shipping Account * 
© Tags Unico Plastics Inc. Shipping - UP 
Add a tag 
Accounting Dimensions 
0 0 FOLLOW 


Business Unit 


Cost Center * 


ua now Main - UP 


2. Features_ 

2.1 Shipping Rule Conditions_ 

On selecting Net Total or Net Weight, a table will appear where you can set the from and to values for the amount or weight. Enter the 
Shipping Amount to be calculated for the entered range. Add more conditions as necessary. You can select only one of the three calculation 
methods in one Shipping Rule. 


2.2 Restrict to Countries" 
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You can restrict the Shipping Rule to certain countries, add the countries in the table. By default, the Shipping Rule will be applicable globally. 


PARTY SPECIFIC ITEM 


Party Specific Item is a document using which you can restrict certain items based on item name, brand or item group to a specific Customer 
or Supplier for a sales or purchase transaction. 


Below is how the form looks: 


B > Retail > Party Specific item > 1a83903b44 Q Search or type a command (Ctri + G) G Help v A 
1a83903b44 <}[> (6) 
2. Assigned To 
mn Party Type * Restrict Items Based On * 
Supplier S Item Group 
Attachments 
Party * Based On Value * 
Attach File + 
_Test Supplier With Template 1 _Test Item Group Desktops 
tz Reviews 
+ 
Shared With Add acomment 
+ 


Party Type: This can be Customer or Supplier. 

Party: A specific Supplier/Customer depending on the option you choose for the Party Type. 

Restrict Items Based On: User can restrict certain items to a specific Customer or Supplier based on one of these attributes - Item Group / 
Brand / Item. 


Based On Value: Options for this field will depend on what you choose for the above field. 


SALES REPORTS 


You can view your company's sales performance, analyze sales data in different views to see the sales performance. With filters, you can 
dynamically change what is displayed. There are three window areas that make up the Sales Analytics Report-The Filter Toolbar Window, the 
Graph Window and the Data Window shown as follows: 

These analytics can be found under: 

Home > Selling > Key Reports 

1. Sales Analytics Report_ 


Go to Selling > Analytics > Sales Analytics. The Sales Analytics report looks like this: 
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B > Selling 


Sales Analytics 


Customer 


Monthly 


Sales Invoice 


Jan 2021 


Feb 2021 Mar 2021 


®@ ExcellentGmbH @ United Biscuits 


Customer Customer Name. 
1 Orange Inc. Orange Inc. 
2 Excellent GmbH Excellent GmbH 
3 United Biscuits United Biscuits 
4  Tech2 GmbH Tech2 GmbH 
5 Tech GmbH Tech GmbH 


The toolbar provides filters to select what data is to be used. Using the dropdown selections, the data displayed can be refined. As the 


Q Search or type a command (Ctrl + G) 


G Help» BS 


Set Chart Add Chart to Dashboard Create Card G 
Value 01-01-2021 12-31-2021 Unico Plastics Inc. 
Apr 2021 May 2021 Jun 2021 sul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 
@ Tech2 GmbH ® Tech GmbH 
Jan 2021 Feb 2021 Mar 2021 Apr 2021 May 2021 Jun 2021 Jul 2021 
0.000 0.000 0.000 127,000.000 28,010.000 0.000 0.000 
0.000 0.000 0.000 7,681.000 0.000 0.000 0.000 
0.000 0.000 0.000 0.000 4,172.700 0.000 0.000 
0.000 0.000 0.000 0.000 3,601.500 0.000 0.000 
0.000 0.000 0.000 0.000 3,601.500 0.000 0.000 


selections are made, data is reflected in the data window as well as the graph window. 


B > Selling 


Sales Analytics 


——== 

Customer Group 
v Customer 

Item Group 

Item 

Territory 

Order Type 

Project 


Sales Invoice 


Within the data window, selections can be made to expand or compress the data to be analyzed. Each box can be selected or unselected. 


Value 


Q Search or type a command (Ctrl + G) ra Help» BS 


Set Chart Add Chart to Dashboard Create Card GC 


01-01-2021 12-31-2021 Unico Plastics Inc. 


There is no restriction for data comparison, so a higher level can be compared to a lower level. 


B > Selling 


Sales Analytics 


Customer Sales Invoice 
Monthly 
200000 
150000 
100000 
50000 
0 
Jan 2021 Feb 2021 Mar 2021 
Customer Customer Name 
@ 1 Orange Inc. Orange Inc. 
2 Tech2 GmbH Tech2 GmbH 


Value 


Apr 2021 May 2021 


Jan 2021 


0.000 


0.000 


Q Search or type a command (Ctrl + G) a Help» BS 


Set Chart Add Chart to Dashboard CreateCard G 


Feb 2021 


01-01-2021 12-31-2021 Unico Plastics Inc. 
Jun 2021 Jul 2021 Aug 2021 Sep 2021 Oct 2021 Nov 2021 Dec 2021 
Mar 2021 Apr 2021 May 2021 Jun 2021 Jul 2021 
0.000 65,000.000 127,000.000 28,010.000 0.000 0.000 
0.000 118,920.000 120,492.290 104,764.430 0.000 0.000 


Using the ‘Set Chart' button, you can set values for the X and Y fields, use different type of charts and select a color. 


2. Sales Funnel Report_ 


Go to Selling > Analytics. The report "Sales Funnel" provides a sales generation analysis. It displays the progression of stages in the sales 


process. There are four stages leading up to a Sales Order: Active Leads, Opportunities, Quotations and Converted (has become a Customer). 


e Active Leads shows the number of all your Leads, including all the other stages. 
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@ Opportunities shows the number of Leads for which an Opportunity was created. 
@ ~—= Quotation shows the number of leads for which a Quotation was submitted. 


e@ Converted shows the number of leads for which a Quotation and Sales Order was submitted. 


The earlier stages usually include the later stages. However, if an earlier stage was skipped, you might see counterintuitive results like 


two Quotations resulting from one Opportunity (because it is not mandatory to create an Opportunity first). 
B > Selling Q Search or type a command (Ctrl + G) at Help» BS 


Sales Funnel R 


Unico Plastics Inc. 04-10-2021 05-10-2021 Sales Funnel 


6 - Active Li 


5 - Opportui 


2 - Quotatio 


1 - Converte 


Once a date range has been selected, the graph is updated, the graph reflects the changes and the associated labels. 
3. Customer Acquisition and Loyalty Report_ 
Go to Selling > Analytics. To understand revenue, it's often helpful to look at the data from a new customer and existing customers standpoint. 


This report helps visualize customer loyalty. There are two windows within this report: The Filter Window and the Data Window. 


B > Selling Q Search or type a command (Ctrl + G) Go Helpy =—BS 
Customer Acquisition and Loyalty CreateCard SetChart © 
Monthly : Unico Plastics Inc. 01-01-2021 05-31-2021 
Year Month New Customers Repeat Custo... Total New Customer Revenue Repeat Customer Rev. Total Revenue 
1 2021 January 1 0 1 $ 7,350,000.00 $0.00 $ 7,350,000.00 
2 2021 February i) 1 1 $0.00 $ 10,350,000.00 $ 10,350,000.00 
3 2021 March 2 1 3 $ 183,920.00 $ 12,350,000.00 $ 12,533,920.00 
4 2021 = April 4 23 27 $9,753.10 $ 265,234.79 $ 274,987.89 
5 2021 May 2 12 14 $ 4,992.40 $ 137,015.03 $ 142,007.43 
Total 9 37 46 $7,548,665.50 $ 23,102,249.82 $ 30,650,915.32 
For mparison, u: 0 of =32. r rang se 5:10 (for values be Execution Time: 0.01184 sec 


Accessing the Filter Window, the company and date ranges can be applied. Data is updated in the Data Window as changes are applied. 


Within the Data Window, columns of information are accessible. 


@ = Moving columns: The columns can be moved, re-arranged by clicking on the column headings and dragging them. 


e Sorting: To sort the data in columns, click on the right-hand side of a column heading and you'll see options to sort as ascending, 


descending, reset sorting, or remove a column. 


e Filtering: The text boxes below the column headings work as instant filters. Enter a number there and all matching records will be 


shown. 
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B > Selling Q Search or type a command (Ctrl + G) a Help v BS 
Customer Acquisition and Loyalty Q Set Chart CreateCard  G 
Monthly Unico Plastics Inc. 01-01-2021 12-31-2021 
Year Month New Customers Repeat Custo... Total New Customer Revenue Repeat Customer Rev. Total Revenue 

1 2021 January 1 iY) 1 $ 7,350,000.00 $0.00 $ 7,350,000.00 

2 2021 February i) 1 1 $ 0.00 $ 10,350,000.00 $ 10,350,000.00 

3 2021 March 2: 1 3 $ 183,920.00 $ 12,350,000.00 $ 12,533,920.00 

4 2021 = April 4 23 27 $ 9,753.10 $ 265,234.79 $ 274,987.89 

5 2021 May 2 12 14 $ 4,992.40 $ 137,015.03 $ 142,007.43 

6 2021 June 0 i) ie) $ 0.00 $0.00 $0.00 

7 2021 July i) i) i?) $ 0.00 $0.00 $0.00 

8 2021 August ie) ie) ie) $0.00 $ 0.00 $ 0.00 

9 2021 September i) i) i) $ 0.00 $0.00 $0.00 

10 2021 October i) i) i?) $0.00 $0.00 $0.00 

as 2021 Navemher a a a ean saan eann 


Under Key Reports there are reports for Inactive Customers, Ordered Items To Be Delivered, Sales Person-wise Transaction Summary, ltem- 
wise Sales History, Quotation Trends, Sales Order Trends in the Selling module. 
In the Other Reports section there are reports for the following: 

e Lead Details 

@ — Customer Addresses And Contacts 

@ BOM Search 

es Available Stock for Packing Items 

e Pending SO Items For Purchase Request 

@ = Customer Credit Balance 

e Customers Without Any Sales Transactions 


e Sales Partners Commission 


SELLING IN DIFFERENT UOM 


A sell price unit of measure (UOM) is the UOM with which you price items. You can have multiple sell price UOMs for any inventory item. 
However, when Customer places, UoM for an item could change. 

For example an Item Pen is stocked in Nos, but sold in Box. Hence we will make Sales Order for Pen in Box. 

Step 1: In the Item master, under Unit of Measure section, you can list all the possible UoM of an item, with its UoM Conversion Factor. Update 


UoM Conversion Factors In one Box, if you get 10 Nos. of Pen, UoM Conversion Factor would be 10. 


B > Stock > Item > Luxury Plastic Chair Q Search or type a command (Ctrl + G) a 


= Luxury Plastic Chair - enavied View: Duplicate << >» @& 


Units of Measure ~ 


UOMs 
Will also apply for variants 
No. UOM Conversion Factor 
1 Nos 1 2 Edit 
2 Set 12 @ Edit 
Add Row 
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Setp 2: In the Sale Order, you will find two UoM fields 
1. UoM 
2. Stock UoM 
In both the fields, default UoM of an item will be fetched by default. You should edit UoM field, and select Sale UoM (Box in this case). Updating 


Sales UoM is mainly for the reference of the Customer. In the print format, you will see item quantity in the Sales UoM. 


Quantity and Rate 


Quantity * uoM* 

1.000 Set ad 
Stock UOM UOM Conversion Factor * 

Nos 12 


Qty as per Stock UOM 


12 


Based on the Qty and Conversion Factor, qty will be calculated in the Stock UoM of an item. If you sell just one Box, then Qty as per stock 
UoM will be set as 10. 
Stock Ledger Posting 
Irrespective of the Sales UoM selected in the Sale Order, stock ledger posting will be done in the Default UoM of an item. Hence you should 


ensure that conversion factor is entered correctly while selling item in different UoM. 


B > Stock Q Search or type a command (Ctrl + G) Ga Help» BS 
Stock Ledger Set Chart CreateCard G 
Unico Plastics Inc. 05-31-2021 05-31-2021 Warehouse Item Item Group 
Batch No Brand MAT-DN-2021-00016 oject Include UOM 
Date Item Item Name Stock U... In Qty Out Qty Balance Qty Voucher # Warehouse Item Group Brand 
4 05-31-2021 01:36:.. Luxury Plas... Luxury Plas... Nos 0.000 -12.000 8.000 MAT-DN-2021-000... Finished Goods- UP —— Products 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.020544 sec 


SHIPPING RULE 


Shipping Rule master helps in defining a rule based on which shipping charge is applied on a sales transactions. 

Most of the companies (mainly retail) have shipping charge applied based on the invoice total. If invoice value is above certain value, then 
shipping charge applied are lesser. If invoice value is less, then shipping charges applied are bit more than high shipping charges applied on 
a high value invoice. You can setup Shipping Rule to address the requirement of varying shipping charge based on the Net Total of sales 
transaction. 

To setup Shipping Rule, go to: 

Selling > Setup > Shipping Rule or Accounts > Setup > Shipping Rule 

Shipping Rule Conditions 
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B >» Accounting > Shipping Rule > Priority Shipping 


= Priority Shipping - énabviea 


Shipping Rule Conditions 


Shipping Rule Conditions 


No. From Value 
1 
2 
3 


Add Row 


total falls under one of the above range. 


Valid for Countries_ 


B > Accounting > Shipping Rule > Priority Shipping 


= Priority Shipping - Enabiea 


2. Assigned To 


a Connections ~ 


@ Attachments 


Attach File + Disabled 
wy Reviews 
re 
& Sh . 
& Shared With Accounting 
+ 
Company * 
© Tags Unico Plastics Inc. 
Add a tag 
Accounting Dimensions 
i) 0 FOLLOW 


Business Unit 


You edited this 


Shipping Account_ 


B > Accounting > Shipping Rule > Priority Shipping 
= Priority Shipping - cnabiea 


& Shared With 


Accounting 
ra 

Company * 

© Tags Unico Plastics Inc. 

Add a tag 
Accounting Dimensions 

o- O FOLLOW 

Business Unit 

You edited this 


2 minutes ago 


You created this Cost Center * 


5 hours ago Main - UP 


Shipping Rule Application_ 


Q Search or type a command (Ctrl + G) G 


To Value Shipping Amount 


99 $15.00 


199 $10.00 


$5.00 


Referring above, you will notice that shipping charges are reducing as value is increasing. This shipping charge will only be applied if transaction 


You can set Shipping Charges valid for all the countries, or specify specific Country. If specific countries mentioned, then Shipping Charges 


will be applied only if Customer's country matches Country mentioned in the Shipping Rule. 


Q Search or type a command (Ctrl + G) G 


Shipping Rule Type 


Selling 


Shipping Account * 


Shipping - UP 


If shipping charges are applied based on Shipping Rule, then more values like Shipping Account, Cost Center will be needed as well to add 


row in the Taxes and Other Charges table of transaction. Hence these details are tracked as well in the Shipping Rule. 


Q Search or type a command (Ctrl + G) ra 


Shipping Account * 


Shipping - UP 


Following is an example of how shipping charges is auto-applied on Sales Order based on Shipping Rule. 
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B > Selling > Sales Order > new-sales-order-1 Q Search or type a command (Ctrl + G) ray Help v BS 
= New Sales Order ~ soi saveu Get Items From 2 == 
Series * Company * 
SAL-ORD-.YYYY.- B} Unico Plastics Inc. 
Customer * Date * 
05-31-2021 
Order Type * Delivery Date 
Sales ) 
Q Customer's Purchase Order 


Currency and Price List ~ 


Set Source Warehouse 


ADDING MARGIN 


User Can apply the margin on Quotation Item and Sales Order Item using following two options. 1)Price Rule: With the help of this method 
user can apply the margin on Quotation and Sales Order based on condition. You can find the section margin on pricing rule where a user 
has to select the type of margin whether it is Percentage or Amount and Rate or Amount. The system will apply the margin on quotation item 
and sales order item if pricing rule is enabled. 

To setup Pricing Rule, go to: 

Selling > Setup > Pricing Rule or Accounts > Setup > Pricing Rule 


Adding Margin in Pricing Rule_ 


B > Accounting > PricingRule > Luxury Chair Q Search or type a command (Ctrl + G) Ga Help» BS 
= Luxury Chair é}f>)(- 


Margin 
Margin Type Margin Rate or Amount 
Percentage . 10.000 


Total Margin is calculated as follows: Rate = Price List Rate + Margin Rate 


So, In order to apply the Margin you need to add the Price List for the Item 
To add Price List, go to: 
Selling > Setup > Item Price or Stock > Setup > Item Price 


Adding Item Price_ 
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By > stock > ItemPrice » dabdedocs4 


= Luxury Plastic Chair 
® Tags 
Add a tag 

0-Q0 FOLLOW 


You edited this 
5 hours ago 


You created this 
1 month ago 


2) Apply margin direct on Item: If user wants to apply the margin without pricing rule, they can use this option. In Quotation Item and Sales 
Order Item, user can select the margin type and rate or amount. The system will calculate the margin and apply it on price list rate to calculate 
the rate of the product. 


To add margin directly on Quotation or Sales Order, go to: 


Price List 


Price List * 


Standard Selling 


Customer 


Batch No 


Currency 


USD 


Selling > Document > Quotation 


Q Search or type a command (Ctrl + G) 


Buying 


Selling 


Rate * 


1,000.00 


add item and scroll down to section where you can find the Margin Type 


Adding Margin in Quotation_ 


PRINT SETTINGS 


Price List Rate (USD) 


$ 1,000.00 


Price List Rate (USD) 


$ 1,000.00 


Discount and Margin ~ 
Margin Type 


Amount 


Margin Rate or Amount 


100.000 


Rate With Margin (USD) 


$ 1,100.00 


Rate (USD) 


1,100.00 


Net Rate (USD) 


$ 1,100.00 


Amount (USD) 


$ 1,100.00 


Discount (%) on Price List Rate with Margin 


0.000 


Discount Amount 


0.00 


Rate With Margin (USD) 


$1,100.00 


Rate (USD) 


$ 1,100.00 


Net Rate (USD) 


$ 1,100.00 


Amount (USD) 


$ 1,100.00 


You can print your quotation/sales order on your company's letterhead. Know more here. 


‘Group same items’ will group the same items added multiple times in the items table. This can be seen when your print. 


Quotations can also be titled as 


“Proforma Invoice” 


Headings go to Setup > Printing > Print Heading. Know more here. 


“Proposal” . You can do this by selecting a Print Heading. To create new Print 
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B Selling 
Selling Settings 


Comments 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 


Reviews 


+ 


Shared With 


+ 


You edited this 
6 minutes ago 


Administrator created this 
6 months ago 


38.43MB (0%) used 


Assigned To 


Assign + 


Attachments 
Attach File + 


Tags 


Reviews 


+ 


Shared With 


+ 


You edited this 
a few seconds ago 


Administrator created this 
6 months ago 


38.43MB (0%) used 


Accounts Settings 


Comments tt) 


CHANGE THE RATE OF ITEMS IN THE SALES CYCLE 


this configuration within ERP: 


Customer Naming By 


Customer Name v 


Campaign Naming By 


Default Customer Group 
All Customer Groups 


Default Territory 


All Territories 
Default Price List 
Standard Selling 


Close Opportunity After Days 


15 


Auto close Opportunity after 15 days 


Default Quotation Validity Days 


2) Go to Accounts Settings and set the Over Billing Allowance (%). 


Accounts Frozen Upto 


Accounting entry frozen up to this date, nobody can do / modify entry 
except role specified below. 


Role Allowed to Set Frozen Accounts & Edit Frozen Entries 


Users with this role are allowed to set frozen accounts and create / modify 
accounting entries against frozen accounts 


Determine Address Tax Category From 


Billing Address v 


Address used to determine Tax Category in transactions 


Over Billing Allowance (%) 


12.00 


Percentage you are allowed to bill more against the amount ordered. For 


example: If the order value is $100 for an item and tolerance is set as 10% 


then you are allowed to bill for $110. 


PRINT SETTINGS 


Show Inclusive Tax In Print 


Sometimes, the rate of items in the Sales Invoice might differ from the one declared in the Sales Order. You may follow these steps to allow 


1) Go to Selling Settings and make sure the "Maintain Same Rate Throughout Sales Cycle" checkbox is unchecked. This setting will allow you 


to have different rates for the same items in different Sales transactions (Sales Order, Delivery Note, Sales Invoice, etc.). 


J 
Q Settings > Help~ FF & 


Sales Order Required 


No v 


Delivery Note Required 


No v 


Sales Update Frequency 
Each Transaction v 


How often should project and company be updated based on Sales 
Transactions. 


Maintain Same Rate Throughout Sales Cycle 


Allow user to edit Price List Rate in transactions 

Allow Item to be added multiple times in a transaction 
Allow multiple Sales Orders against a Customer's Purchase Order 
Validate Selling Price for Item against Purchase Rate or Valuation Rate 


Hide Customer's Tax Id from Sales Transactions 


° 
Q Settings > Help~ @ & 
Credit Controller 


Role that is allowed to submit transactions that ed credit limits set 


Check Supplier Invoice Number Uniqueness 
Make Payment via Journal Entry 
Unlink Payment on Cancellation of Invoice 
Unlink Advance Payment on Cancelation of Order 
Book Asset Depreciation Entry Automatically 
Allow Cost Center In Entry of Balance Sheet Account 
Automatically Add Taxes and Charges from Item Tax Template 


Automatically Fetch Payment Terms 


Show Payment Schedule in Print 


With the above two settings, you can change the rates of an item in a Sales Transaction. 
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2 Assigned To 


+ 


@ Attachments 


Attach File + 


vy Reviews 


+ 


& Shared With 
+ 


® Tags 
Add a tag 


90-Q0 FOLLOW 


You edited this 
just now 


You created this 
just now 


To do so, you can follow the below steps. 


By > selling > sates order » SAL-ORD-2021-00019 


= Innovative Chemicals Inc. - overdue 


Connections ~ 


Customer * 


Innovative Chemicals Inc. 


Order Type * 


Sales 


Address and Contact ~ 


REQUEST FOR RAW MATERIALS FROM SALES ORDER 


item, based on the quantity of finished product to be manufactured. 


Q Search or type a command (Ctrl + G) 


Update Items Status ¢ 


Company * 


Unico Plastics Inc. 


Date * 


05-30-2021 


Delivery Date 


05-30-2021 


Customer's Purchase Order 


Currency and Price List v 


Items for Raw Material Request 


Include Exploded Items 


Ignore Existing Ordered Qty 


Select BOM, Qty and For Warehouse 


Item Code For Warehouse BOM 


e It will open a dialog and display all the Finished Items having a BOM. 


Luxury Plastic Ch... Stores - UP BOM-Lux... 


Add Row 


@ = Click on Make, and your Material Request will be submitted. 


@ Here, you can change the BOM as you want and choose the necessary options. 


Ordered Qty will make a Request even if the required quantities are present. 


Production Plan helps user to plan production against multiple sales orders and helps in Material Procurement planning for the raw-material 


But, when you only need to plan for raw-material items of a single Sales Order, it becomes a bit of a tedious task. Hence, you can create a 


Material Request for the raw materials of the finished Items present in the Sales Order, from that Sales Order itself. 


e = After your Sales Order has been submitted, click on Make and select Request for Raw Materials. 


a Help» BS 


[create 2 | < > eo - Cancel 


Pick List 
Delivery Note 
Work Order 
Sales Invoice 


Material Request 


Request for Raw Materials 


Purchase Order 


Project 
Subscription 
Payment Request 


Payment 


Suppose, enabling the Include Exploded Items will fetch the Raw Materials from the Exploded Items of BOM and enabling the Ignore Existing 
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Attach File 


vw Reviews 


+ 


& Shared With 
+ 


® Tags 


Add a tag 


90-Qo0 
You edited this 
1 minute ago 


You created this 
1 minute ago 


@ Attachments 


* Message 


Material Request 


B > Stock > Material Request » MAT-MR-2021-00007 


+ Purpose * 
Purchase 
Status 
Pending 
Items 
FOLLOW No. Item Code 


1 © Elbow Rest 


2 © Head Rest 


3 © Plastic Seat 


APPLYING A DISCOUNT 


1. Discount on Price List Rate of an item_ 


Margin Type 


Discount and Margin ~ 


IAT-MR-2021-00007 submitted. 


= Purchase Request for Elbow Rest, Head Rest, Plas... - Pending 


Required By 


05-30-2021 


05-30-2021 


05-30-2021 


Material Request generated for the Raw Material of the finished Item present in Sales Order. 


Transaction Date * 


05-30-2021 


Required By 


05-30-2021 


Company * 


Unico Plastics Inc. 


Quantity 


10 


10 


10 


Discount (%) on Price List Rate with Margin 


5.000 


Target Warehouse 


Stores - UP 


Stores - UP 


Stores - UP 


be applied as a percentage or a fixed amount related to the Price List Rate of the Item. 


Discount Amount 


50.00 


> 8 Cancel 
UOM 
Nos @ Edit 
Nos @ Edit 
Nos @ Edit 


Download Upload 


There are several ways to apply a Discount on an item in a sales transactions. This can be done in all sales and purchase transactions. 


You can find the Discount field in the Item table of a transaction, click on the downward arrow at the righ-hand side of a row. A Discount can 
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Rule documentation to learn more. 


2. Discount on Net Total or Grand Total_ 


on the total sum of the Sales. 


B > Selling > Sales Order » SAL-ORD-2021-00020 


= Innovative Chemicals Inc. - voi saves 


Additional Discount and Coupon Code ~ 


Coupon Code 


Apply Additional Discount On 


Grand Total 


2.1 Discount on "Net Total"_ 


Net Rate (USD) 


$ 990.39 


Net Amount (USD) 


$ 9,903.85 


2.2 Discount on "Grand Total”. 


Amount. 


B > Selling > Sales Order » SAL-ORD-2021-00021 


= Innovative Chemicals Inc. - dren 


Additional Discount and Coupon Code ~ 


Coupon Code 


Apply Additional Discount On 


Grand Total 


AMENDING SALES ORDER AFTER SUBMIT 


field will be visible only if Discount is applied using this feature. 


The feature of Discount (%) is available in all sales and purchase transactions. 


If you want to apply a discount (as a Percentage) regularly for certain quantities you'd rather use a "Pricing Rule". Read Pricing 


In the "Additional Discount" section (of a "Sales Order" or "Sales Invoice" alike), you can apply a Discount as a fixed amount or a percentage 


Q Search or type a command (Ctrl + G) ra Help» BS 


Get Items From > 4 > 8 


Additional Discount Percentage 


5.000 


Additional Discount Amount (USD) 


S 475.00 


If a Discount is applied on Net Total, then item's Net Rate and Net Amount is calculated as per the Discount Amount. Net Rate and Amount 


Net Rate (USD) 


$ 990.39 


Net Amount (USD) 


$ 9,903.85 


Billed Amt 


$0.00 


Valuation Rate 


$ 1,000.00 


Gross Profit 


$0.00 


If a Discount is applied based on the Grand Total, then with item's Net Rate, Net Amount as well as taxes are also re-calculated as per Discount 


Q Search or type a command (Ctrl + G) Ga Helpy BS 


Get Items From < < > 8 


Additional Discount Percentage 


3.000 


Additional Discount Amount (USD) 


S 312.00 


Rate and Qty in Sales Order can now be amended after Submit using the Update Items button. 
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B > Selling > Sales Order > SAL-ORD-2021-00017 Q Search or type a command (Ctrl + G) (i Help» =—-BS 


Update Items Status > | create = | < > Bos Cancel 


= Innovative Chemicals Inc. ~ 1 deliver anc aw 


&. Assigned To 
< Connections ~ 


@ Attachments 


+ Customer * 


Attach File Company * 


Innovative Chemicals Inc. Unico Plastics Inc. 


vy Reviews 


+ Order Type * Date * 
Sales 05-30-2021 
& Shared With 
a Delivery Date 
06-30-2021 
® Tags 
Add a tag 


Customer's Purchase Order 


0 (0) FOLLOW 


Address and Contact ~ 
You edited this 


1 minute ago 


You created this 


3 hours ago 


Currency and Price List ~ 


To Update Rate and Qty in a Submitted Sales Order, click on the Update Items button. A dialog will pop up to let you make the change. 


B > Selling > Sales Order > SAL-ORD-2021-00017 Q Search or type a command (Ctrl + G) Go Hepy BS 


= Innovative Chemicals Inc. ~ 1 deiver ana ai Update Items Status <]]>]{@]] - || cance 


&. Assigned To 


i: Connections ~ 


@ Attachments 


+ Customer * 


Attach File Compai OY 


Innovative Chemicals Inc. Unico Plastics Inc. 


ty Reviews 


+ Order Type * Date * 
Sales 05-30-2021 
8 Shared With 
+ Delivery Date 
06-30-2021 
® Tags 
Add a tag 


Customer's Purchase Order 


i) 0 FOLLOW 
You ecinsailiitl Address and Contact v 
Please Note the following validations and usecases: 
e@ Update Features checks if Sales Order has Delivery Note and Sales Invoice. 
@ = Qty can be updated for undelivered Sales Order and for Partial Delivery Note. For Sales Order with completed Delivery Notes, it 


cannot be updated. 


e Rate can be updated for un-invoiced and partially-invoiced Sales Order. For Sales Order with submitted Sales Invoice, it cannot be 


updated. 


CLOSE SALES ORDER 


In the submitted Sales Orders, you will find Stop option. Stopping Sales Order will restrict user from creating Delivery Note and Sales Invoice 


against it. 
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B > Selling > Sales Order >» SAL-ORD-2021-00018 


= Innovative Chemicals Inc. ~ 1 deliver anc aw 


&. Assigned To 


< Connections ~ 


@ Attachments 
Attach File + Customer * 


Innovative Chemicals Inc. 
vy Reviews 


+ Order Type * 
Sales 
& Shared With 
a 
® Tags 
Add a tag 
i) 0 FOLLOW 


You edited this 


2 hours ago 


You created this 


Scenario 


purchased it from other vendor. 


B > Selling > Sales Order > SAL-ORD-2021-00018 


= Innovative Chemicals ine - cos | 


2. Assigned To 


+ Connections ~ 


@ Attachments 
Attach File -, Customer * 


Innovative Chemicals Inc. 
vy Reviews 


+ Order Type * 
Sales 
& Shared With 
+ 
® Tags 
Add a tag 
0 0 FOLLOW 


You edited this 


just now 


You created this 


is short closed (unless it is re-opened). 


Address and Contact ~ 


2 pours aaa Currency and Price List ~ 


Address and Contact ~ 


2 hours! ago Currency and Price List ~ 


You will find same funtionality in the Purchase Order as well. 


SHORT CLOSE MULTIPLE ORDERS 


Q Search or type a command (Ctrl + G) a Helpy BS 
Update Items Status > < > =) ~ Cancel 
Hold 


Company * 


Unico Plastics Inc. 


Date * 


05-30-2021 


Delivery Date 


06-30-2021 


Customer's Purchase Order 


An order is received for ten Wind Turbines. Sales Order is also created for ten units. Due to scarcity of stock, only seven units are delivered to 


the customer. Pending three units are to be delivered soon. Customer informs that they don't need to deliver pending item, as they have 


In this case, create Delivery Note and Sales Invoice will be created only for the seven units. And the Sales Order should be set as stopped. 


Q Search or type a command (Ctrl + G) a Helpy BS 


Status > < - es Cancel 


Company * 


Unico Plastics Inc. 


Date * 


05-30-2021 


Delivery Date 


06-30-2021 


Customer's Purchase Order 


Once Sales Order is set as stopped, you will not have pending quantities (three in this case) reflecting in Pending to Deliver and Pending to 


Invoice reports. To make further transactions against Stopped Sales Order, you should first Unstop it. 


Short closing of a Sales Order is equivalent to the deletion of the Sales Order. No further transactions are allowed against the Sales Order if it 
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Sales Order 


: 


Ag sub-contracting services ® overdue 


Comments i) 
Assigned To x : 
DASHBOARD 
Assign + 
Attachments Fulfillment 
Attach File + Sales Invoice + 
Tags Pick List + 
Add a tag , 
Delivery Note + 
Reviews 
Projects 
+ 
Project + 
Shared With 
Reference 
Quotation 


Auto Repeat + 


You edited this Customers 


3 weeks ago 


Ag sub-contracting services 


1) Go to Sales Order List 
2) Select the Sales Orders which you want to short close 


3) Go to Menu and click on "Close" 


Sales Order 
VIEW 
Reports + 
List 
Dashboard 
Gantt Add Filter 
Calendar 
3 items selected 

Kanban ~ 

Dinesh @ Overdue 04-09-2020 
FILTER BY 
Assigned To ~ Ag sub-contracting ser @ Overdue 25-08-2020 
Created By + 
Add Fields + ‘Ag sub-contracting ser @ Overdue 26-08-2020 

Ag sub-contracting ser @ Completed 17-07-2020 

Tags + 


This will bulk close all the selected Sales Orders. 


TAXES AND CHARGES 


In ERP, you can close a Sales Order by clicking on the "Close" option under Status as shown in the below screenshot. 


Q 


SAL-ORD-2020-00002 


Update Items Status ~ 


Hold 


Close 


Purchasing 


Material Request = + 


Purchase Order + 


Manufacturing 


Work Order ~ 


Payment 
PaymentEntry + 
Payment Request 


Journal Entry 37 


Company 


M. A. Technology 


However, sometimes, you might want to close multiple Sales Orders in one go. To do so, follow the below steps: 


Menuy Refresh 


Close 


Re-open 


Import 


User Permissions 


2 350.00 
2 100.00 Customize 
® 100.00 Toggle Sidebar 
(QE share URL 
Settings 


If you wish to Re-open the closed Sales Orders, select them and go to Menu > Re-open. 


Note: The same steps can be followed to Close/Re-open multiple Purchase Orders. 


You can add a Shipping Rule here for the items in the quotation. To add taxes to your Quotation, you can select a Sales Taxes and Charges 
Template or add the taxes manually in the Sales Taxes and Charges table. The total taxes and charges will be displayed below the table. 


Clicking on Tax Breakup will show all the components and amounts. 


Role Permissions Manager 


Settings + Help~  & 


&<> Menu~ Cancel 


Settings > Help~y  & 


Last ModifiedOn + 


01 4w i 
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B > Selling > Quotation > SAL-QTN-2021-00006 Q Search or type a command (Ctrl + G) Gi Help» = BS 
Innovative Chemicals Inc. - oro GetitemsFrom: << > 


Sales Taxes and Charges Template 


US ST 6.25% - UP 
Is customer exempted from sales tax? 
Sales Taxes and Charges 
Ne Type Account Head Rate Amount ta 
1 On Net Total ST 6.25% - UP 6.250 $ 8,250.00 $ 140,250.00 2 Edit 


Add Row 


Tax Breakup « 


Taxes and Charges Calculation 


Item Taxable Amount ST 6.25% @ 6.25 
HDPE $ 24,000.00 (6.25%) $ 1,500.00 
Luxury Plastic Chair $ 108,000.00 (6.25%) $ 6,750.00 


Tax Category 
Tax category is linked to Tax Rule. This Tax Category can be assigned to a Customer, so when that customer is selected, the Tax Category will 
be fetched. This will fetch the Sales Tax Template linked to the Tax Rule. Hence, the rows in the Tax table will be automatically filled. Tax 


Category can be used to group customers to whom same tax will be applied. For example: Government, NGO, commercial, etc,. 


INCOTERM AND NAMED PLACE 


About Incoterms_ 

Incoterms are standardized trade terms that are commonly used in international commercial transactions. They define the responsibilities of 
the buyer and seller in a transaction, including the transfer of goods and payment, and help to ensure that both parties understand their 
obligations and rights. Incoterms are published by the International Chamber of Commerce (ICC) and are regularly updated to reflect changes 
in international trade practices. 

The named place is the specific location that is agreed upon by the buyer and seller as the point at which the obligations and rights of both 
parties under the Incoterm are fulfilled. For example, in the Incoterm FOB (Free on Board), the named place is the port of shipment, and the 
seller's obligations are fulfilled when the goods are placed on board the vessel at that location. In the Incoterm CIF (Cost, Insurance, and 
Freight), the named place is the port of destination, and the seller's obligations are fulfilled when the goods are delivered to the named place. 
The named place is an important part of the Incoterm, as it determines which party is responsible for various tasks and costs associated with 
he transaction. 

By using Incoterms, you can avoid misunderstandings and ensure that your transactions are completed smoothly and efficiently. 


How Incoterms are used in ERP_ 


n ERP transactions, there are two fields that pertain to Incoterms: the "Incoterm" field and the "Named Place" field. These fields are used to 
ensure that the Incoterm and named place are accurately recorded in the transaction. 
e = The "Incoterm" field is a link field that allows you to select the applicable Incoterm from a list of standardized trade terms. 


e  =The "Named Place" field is a text field that becomes visible after you have selected an Incoterm. This field allows you to type in the 
specific location that has been agreed upon as the point at which the obligations and rights of both parties under the Incoterm are 


fulfilled. 
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Taxes and Charges 


Tax Category Shipping Rule 


Sales Taxes and Charges Template 


Sales Taxes and Charges 


No. Type * Account Head * 


Add Row 


PAYMENT TERMS 


Terms to know more. 


B > Selling > Quotation » SAL-QTN-2021 


= Innovative Chemicals Inc. - rar. 


Payment Terms 


Payment Terms Template 


20-40-40 


Payment Schedule 


No Payment Term Description 
1 Advance 
2 Advance 
3 Advance 
Add Row 


the Supplier. 


*Why Supplier and Supplier Group? 


RECORD COMMISSION TO SALES PARTNER 


Rate 


No Data 


Incoterm 


Cost, Insurance and Freight 


Named Place 


Mumbai, JNPT 4th Container Terminal 


Amount (EUR) 


Total Taxes and Charges (EUR) 


€ 0,00 


Due Date 


06-10-2021 


06-25-2021 


07-25-2021 


or Sales Partner Commission Summary Report available in ERP. 


Total (EUR) 


Sometimes payment is not done all at once. Depending on the agreement, half of the payment may be made before shipment and the other 


half after receiving the goods/services. You can add a Payment Terms template or add the terms manually in this section. Read Payment 


Q Search or type a command (Ctri + G) a 


Get Items From > 


Invoice Portion 


20% 


40% 


40% 


Payment Amount 


$ 28,050.00 


$56,100.00 


$56,100.00 


In ERP, the Commission to Sales Partner can be recorded in Sales Invoice, Order and Delivery Note, this is used to record the Sales Commission 


of the Partner which has no impact on the Accounting yet. The Commission of the Sales Partner can be checked via Sales Partner Commission 


To pay to the Sales Partner, you need to create a Supplier with Sales Partner name and a Supplier Group* as Sales Partner and assign it to 


Once you are done creating a Supplier, you can create a Payment Entry against the amount due in the Sales Partner Commission Report. 


@ Edit 


2 Edit 


@ Edit 
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Creating a Supplier helps in application of Taxes and other Charges(if applicable against the Sales Partner). 


Supplier Group is used to distinguish between your Suppliers and Sales Partners. 


SALES PERSONS IN THE SALES TRANSACTIONS 


In ERP, Sales Person master is maintained in tree structure. Sales Person is selectable in all the sales transactions. 
Sales Persons can be updated in the Customer master as well. On selection of Customer in the transactions, Sales Persons as updated in the 
Customer will fetch into sales transaction. 


B > Selling > Customer > Innovative Chemicals inc Q Search or type a command (Ctrl + G) Gi Hep» BS 


= Innovative Chemicals Inc. - Enabiea Accounting Ledger Accounts Receivable Create = Send GST UpdateReminder < > @ 


SalesTeam ~ 


Sales Team Details 


No. Sales Person Contribution (%) Contribution to Net T Commission Rate Incentives 
1 Grace Gibson 100 @ Edit 


Add Row 


Sales Person Contribution_ 


If more than one sales persons are working together on an order, then contribution (%) should be set for each Sales Person. 


B > Selling > Sales Order » SAL-ORD-2021-00018 Q Search or type a command (Ctrl + G) Gis Helpy = BS 


= Innovative Chemicals Inc. - t deliver sna ail Update Items Status = | create = | <> @ = Cancel 


Sales Team «~ 


Sales Team 


No Sales Person Contribution (%) — Contribution to Net T. Commission Rate 
1 Grace Gibson 70 $762,300.00 2 $ 15,246.00 @ Edit 
2 Bella Alsop 30 $326,700.00 2 $ 6,534.00 @ Edit 
Add Row 


On saving transaction, based on the Net Total and Contriution (%), Contribution to Net Total will be calculated for each Sales Person. 
Total % Contribution for all Sales Person must be 100%. If only one Sales Person is selected, then % Contribution will be 100. 

Sales Person Transaction Report_ 

Check Sales Person's Transaction report from: 

Selling > Standard Reports > Sales Person-wise Transaction Summary 


This report can be generated based on Sales Order, Delivery Note and Sales Invoice. It will give you total amount of sale made by an employe. 
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B > Selling 


Sales Order 


Sales Order Territory 


1 SAL-ORD-2021-0... Virginia 
2  SAL-ORD-2021-0... Virginia 
3  SAL-ORD-2021-0... West Coast 
4. SAL-ORD-2021-0... Virginia 
5  SAL-ORD-2021-0... Virginia 
6 SAL-ORD-2021-0... Virginia 
7. SAL-ORD-2021-0... Virginia 
g  SAL-ORD-2021-0... West Coast 
g SAL-ORD-2021-0..._ West Coast 
10 SAL-ORD-2021-0... West Coast 
11. SAL-ORD-2021-0... West Coast 


12 SAL-ORD-2021-0... West Coast 


Sales Person wise Commission _ 


discount as shown. 


B Accounting Pricing Rule 


Buy 1 get 1 Free 


Comments tt) 
Disable 
Assigned To 
Apply On 
Assign + 
Item Code 
Attachments 
Attach File + Price or Produ: 
Product 
Tags 
Add a tag 
Warehouse 
Reviews 
Shared With 


Sales Person-wise Transaction Summary 


Posting Date 


05-30-2021 
05-30-2021 
05-26-2021 
05-30-2021 
05-30-2021 
05-30-2021 
05-30-2021 
05-30-2021 
05-30-2021 
05-30-2021 
05-30-2021 


05-30-2021 


1) Go to Pricing Rule List > Click on New. 


ct Discount 


01-01-2021 


Item Code 


PETE 


HDPE 


Set of Plastic Chairs 


PETE 


HDPE 


HDPE 


PETE 


HDPE 


PETE 


HDPE 


HDPE 


PETE 


Accounts > Standard Reports > Sales Partners Commission 


05-30-2021 


Q Search or type a command (Ctrl + G) 


Unico Plastics Inc. 


Show Return Entries 


Item Group 


Products 
Raw Material 
Products 
Products 
Raw Material 
Raw Material 
Products 
Raw Material 
Products 
Raw Material 
Raw Material 


Products 


SETTING UP "BUY 1 GET 1 FREE” PRICING RULE 


Qty 


850.000 
1,350.000 
200.000 
850.000 
1,350.000 
1,350.000 
850.000 
1,350.000 
850.000 
50.000 
1,350.000 


850.000 


To set up a Pricing Rule for "Buy 1 Get 1 Free" scheme, follow the below steps: 


Apply Rule On Item Code 
item Code 
IT -13 
Add Row 


Mixed Conditions 


Conditions will be applied on 


Is Cumulative 


Coupon Code Based 


Set Chart CreateCard G 
Amount Sales Person 


$ 765,000.00 
$ 324,000.00 

$ 60,000.00 
$ 765,000.00 
$ 324,000.00 
$ 324,000.00 
$ 765,000.00 
$ 324,000.00 
$ 765,000.00 

$ 12,000.00 
$ 324,000.00 


$ 765,000.00 


Commission Amount is calculated as well. You can check Sales Partner's commission report from: 


A Pricing Rule defines the discount rules that applied on items based on set conditions. 


UOM 


all the sel 


Bella Alsop 

Bella Alsop 

Bella Alsop 

Grace Gibson 
Grace Gibson 
Grace Gibson 
Grace Gibson 
Grace Gibson 
Grace Gibson 
Grace Gibson 
Grace Gibson 


Grace Gibson 


ERP only provide total amount of sale made by a Sales Person. If you offer commission to Sales Person, you should add Sales Person as Sales 


Partners in ERP. For Sales Partners, you can define Commission (%). On selected on Sales Partner in a sales transction, based on Net Total, 


2) Select the Item Code of the Item in the "Apply Rule on Item Code" table on whose purchase a free item will be given. Also, select Product 


Settings Help~ F & 


<> Menu | save | 


ems combined. 


3) Select the Party Information (if needed). You can leave this blank as well, but make sure to select either "Selling", "Buying" or both depending 
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on the requirement. 


B Accounting Pricing Rule 
Buy 1 get 1 Free 


PARTY INFORMATION 


Selling 


You edited this 
Just now Buying 


Administrator created this 
1 month ago 


56.01MB (0%) used 


4) Next, the free item information needs to be set up under the "Product Discount Scheme" section. There are two scenarios in this case: 


a) Free item is a different item. For example, on purchase of a packet of Sugar, you get a packet of Salt free. In this case, select the item code 


of the free item, Salt in this case. 


B Accounting Pricing Rule 


Buy 1 get 1 Free 


PRODUCT DISCOUNT SCHEME 


Same Item 
Free Item 
IT- 14 
Qty 


0.000 


b) Free item is the same item. For example, on purchase of a packet of Sugar, you get another packet of Sugar free. In this case, select the 


"Same Item" checkbox. 


B Accounting Pricing Rule 


Buy 1 get 1 Free 


PRODUCT DISCOUNT SCHEME 


Applicable For 


Customer 


Customer 


Daniel 


UOM 


Rate 


0.00 


Settings ~ Helpy  & 


Settings ~ Helpy WF & 


Settings > Helpy  & 


<> Menu 


<>  Menu~ 


<> = Menu~ 
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Same Item pak 
Qty 
0.000 ld 
0.00 
Additionally, you can set the Qty, Rate and UOM if needed. 
5) Save the Pricing Rule. 
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6) Create a Sales Order/Purchase Order (depending on the rule). On selection of the first item, the second item is automatically fetched with 


rate 0. 


a) "Buy 1 Get 1 Free" of two different items. 


By > setting > sates order Q Settings ~ Helpy WF & 
Daniel e oratt SAL-ORD-2020-00080 & <> Menuv 
Items 
Item Code Delivery Date Quantity Rate Amount 
1 @ IT -13: Sugar 05-06-2020 1 = 30.00 = 30.00 
2 @IT- 14: Salt 05-06-2020 1 20.00 2 0.00 
Add Multiple Add Row Download Upload 
Total Quantity Total Net Weight 
2 tt) 
Total (INR) 
230.00 


b) "Buy 1 Get 1 Free" on the same item. 


B Selling Sales Order Q Settings ~ Help~y i & 
Daniel e pratt SAL-ORD-2020-00081 & <> Menur 
Items 
Item Code Delivery Date Quantity Rate Amount 
1 @ IT -13: Sugar 05-06-2020 1 = 30.00 = 30.00 
2 @ IT -13: Sugar 05-06-2020 1 20.00 20.00 
Add Multiple Add Row Download Upload 
Total Quantity Total Net Weight 
2 oO 
Total (INR) 
2 30.00 


Note: If you expand the free item row in the Sales Order/Invoice, you will see the "Is Free Item" checkbox checked. 


ial S P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY “TT = man.energy 


B Selling Sales Order Q Settings + Help~y (F & 
1.000 Nos 
Stock UOM UOM Conversion Factor 
Nos fi 


Qty as per Stock UOM 


1 


Price List Rate (INR) 


0.00 

0.00 
Amount (INR) 

20.00 


Item Tax Template 


DROP SHIP 


Drop shipping is a supply chain management method in which the retailer does not keep goods in stock but instead transfers the customer 


orders and shipment details to either the manufacturer, another retailer, or a wholesaler, who then ships the goods directly to the customer. 


Drop shipping may also occur when a small retailer (that typically sells in small quantities to the general public) receives a single large order 
for a product. The retailer may arrange for the goods to be shipped directly to the customer from the manufacturer or distributor. Drop 
shipping is common with expensive products. No inventory is maintained by the retailer in any case, simply acting as a m/idd/eman. In this 


article, we will see how ERP provides a seamless drop-shipping experience. 


Consider a business dealing with Computer Monitors. Now, the retailer has received an order from a customer, ABC Inc. for 1000 DELL 24Inch 


Monitors. 


Drop Shipping In Action: 


1. Item Configuration 
e Setup Item with mandatory information keeping Maintain Stock disabled since there will be no stocking of this Item. 
e ~—- Next, enable "Delivered By Supplier (Drop Ship) 


e Set the Supplier with whom the Purchase Order will be raised for this orders fulfillment. 


P.O.Box 128448, Dubai, United Arab Emirates Gta (| 
man.energy 800696 - 772 - MAN ENERGY 


B Stock Item Q Settings + Help» & 
DELL Monitor-24] « variant B<>  Menu~ 
— : 
Delivered by Supplier (Drop Ship) ee 
Supplier Supplier Part Number 
FANGS FNGS-DM/24I 
Add Row 
\ 
ITE 
f 
2. Sales Cycle: 


e Create Sales Order with Customer, Item, Qty, Rate, Taxes and so on. 


DROP SHIP BETWEEN SUBSIDIARY COMPANIES 


Scenario: 

Our Business has 2 sister companies where SAS is handling clients and sales orders and BV is handling stock, purchases but also some local 
clients. 

Using ERP we wish to implement the following workflow. 


Client contacts SAS 


N 


SAS generates a Sales order 

SAS turns the SO into a Purchase order for BV 
BV receives PO > SO from SAS 

BV Fulfils order from Stock to end-client 

BV Invoices SAS 

SAS pays to BV 


oN OP oO FF w& 


SAS invoices end- client and bills 
Answer: 


You can manage this scenario by using Drop Shipping feature of ERP. Check following link to learn how it functions in ERP. 


Steps: 
1. For the SAS Company, create a Sales Order for the Customer. Ensure to check "Drop Shipping" for the item. 
2. For the Company SAS, add BV as a Supplier 
Create a Purchase Order (PO) against a Sales Order. In PO, select BV as a Supplier. But shipping address will be the client's address. 


3 
4. SAS will create a Purchase Invoice, as they are liable to pay to BV. 
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5. Against the original Sales Order, SAS will create a Sales Invoice for Customer, and create Payment Entry later. 
6. The company BV will add SAS as their Customer. They can create a Sales Order to book income in their accounts. Make Delivery 


Note for the Customer. Make Sales Invoice for SAS. 


ABC Inc ° 7 Deliver and Bill 


Selling > Sales Order 


3. Order Fulfillment: 


accordingly. 


Selling 


Comments 0 


Assigned To 
Assign + 


Attachments 
Attach File + 


Tags 
Add a tag 


Reviews 


Shared With 


+ 


You edited this 
4 minutes ago 


You created this 
6 minutes ago 


Sales Order 


Q Settings + 


ETL-SO-2019-00057 & < > Menu + | eit | 


ETL-SO-2019-00057 


Customer Name ABC Inc Date 26-11-2019 
Delivery Date 20-12-2019 
Address A-901 
Infiniti Space 
Mumbai 
, India 
Contact Bobby 
Mobile No +91-456786677565 
sr Description Quantity Rate Amount 
1 DELL Monitor-241 Nos 1,000 % 1,65,000.00 z 
16,50,00,000.00 
Total Quantity 1,000 _—‘Total % 16,50,00,000.00 
SGST@9.0 % 1,48,50,000.00 
CGST @9.0 % 1,48,50,000.00 
Loyalty Points i) 
Grand Total % 19,47,00,000.00 
Rounded Total % 19,47,00,000.00 
In Words INR Nineteen Crore, Forty 
‘Seven Lakh only. 
TERMS 


* Order once processed cannot be cancelled or refunded. 
+ To process payment, please find our bank details here: https://etl.com/payments 


ABC Inc «To Deliver and Bill 


DASHBOARD 


Customer 


ETL-CUST-2019-00005 


Customer Name 


ABC Inc 


Order Type 


ADDRESS AND CONTACT 


CURRENCY AND PRICE LIST 


items 


@ From the Sales Order Document itself, you can create the Purchase Order for this shipment, track delivery, and bill the customer 


Q Settings ~ 


ETL-SO-2019-0005% & < > 


Update Items 


Company 


Enigma The Labyrinth 


Date 


26-11-2019 


Delivery Date 


20-12-2019 


Customer's Purchase Order 


Menu > 


Help~ & 


Help» & 


Cancel 


Status + 


Item Code Delivery Date Quantity Rate Amount 
1 @ DELL Monitor-241 20-12-2019 1,000 2 1,65,000.00 2 16,50,00,000.00 
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LOYALTY POINTS REDEMPTION IN POS 


In ERP POS module, the invoices are auto generated. You can set your complete POS system right with the following configuration steps: 


e@  ~=Create a Loyalty program in the doctype: You can set Single Tier or a Multiple Tier Program based on the slabs existing in the 


amount of Purchase that is done in ERP. 


. 
B Loyalty Program Q Settings ~ Help-  & 
5% 8<> veuy 
tae nyalty Program Type Customer Group 
Add a tag Multiple Tier Program v 
Reviews From Date Customer Territory 
+ 14-04-2020 All Territories 
Shared With To Date Auto Opt In (For all customers) 
+ 30-04-2020 
COLLECTION TIER 
Followed by cnees 
Tier Name Collection Factor (=1 LP) 
Unfollow 
1 Tier 1 Basic 2 50.00 
You edited th 
eee 2 Tier2 250.00 
You cre 
15 mir 3 Tier3 2 150.00 
8.81MB (0 ed Add Row 


Conversion Factor Expense Account 


1.000 Write Off - CI 
1 Loyalty Points = How much base currency 
mpany 


Expiry Duration (in days) 


Conner Industries 


@ = Once the loyalty program is set, you can create a Customer and link the Loyalty program to it. 


° 
B Selling Customer Q Settings > Help-  & 
FBN e Not saved B<>  Menuy 
r 
ACCOUNT 
CREDIT LIMIT AND PAYMENT TERMS 
MORE INFORMATION 


OMMISSION 


Once this Customer is linked to the Loyalty program, you can now setup your POS profile if it is not set yet: 
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POS Profile 


Mitali ¢ Enabied 


Comments °o DASHBOARD 
Assigned To 
Assign + Sales Invoice + 
POS Closing Voucher + 
Attachments 
Attach File + 
Tags Disabled 
Add a tag 
Reviews Series 
ar @ Update Stock 
GWP-MPI-.YYYY.-#####1 v 
Ignore Pricing Rule 
Shared With 
Customer 
Allow Delete 
* FBN 
Allow user to edit Rate 
Company 
Allow user to edit Discount 
Conner Industries 
Allow Print Before Pay 
You edited this Country 
3 minutes ago Z Display Items In Stock 
India 
You created this 
3 minutes ago Warehouse 


88.81MB (0%) used 


Now, you can go to POS transaction: 
e@ = Select Customer 
e = Add items 
e Pay 


e@ — Check the field --> Redeem Loyalty Points 


Total Amount % 668.0000 


Cash 


668.0000 


Loyalty Points 
@ Redeem Loyalty Points idol 


Loyalty Amount 


Write off Amount Change Amount 


0.0000 0.0000 


Paid Amount Outstanding Amount 


BRANDWISE ITEMS AND PROFITABILITY REPORT 


Question: If we track items based on Brand (available above Item Description), can we: 


e@ Search Items in transactions based on Brand? 


Settings > 


8<> 


Help ~ 


Menu + 


Po 


Save 


° 
a 
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e@ — Get Sales and Purchase Report based on Brand? 


@ Get Brand-wise Profitability? 


Answer: 


While creating transactions, for searching items, we can also type Brand and have search result based on Brand. To ensure if works, brand 


should be in the Search Field of Item master. 


B Settings Q Settings Helpy & & 
Customize Form 


Refresh Form Resettodefaults Set Permissions 


ustom Translation) Title Field 


item_name 


Use this fieldname to generate title 
Default Prin 


image 


Must be of type “Attach Image! 
Search Fields 


Hide Copy item_name, brand. item_aroup.customercode 


fated by comma (,) 


‘ch By" list of Search dialog box 
Is Table 


Quick Entry 


Brand will be fetched in selection of Item Code in all the core sales and purchase transactions. Later, you should be able to get Brandwise 


Sales and purchase report from Report Builder for each sales and purchase transaction. 


Also, you can avail gross profit based on Brand. 


B Q Settings Help» SF & 
Gross Profit Menuy — Refresh 
Rio Digital Solutions 01-04-2019 31-03-2020 v Invoice 
Item Code 
Sales Invoice Customer Customer Group Posting Date ItemCode Item Na... Item Grou| keen arehouse Qty Avg. § 
Warehouse 
Customer 
Customer Group 
1 ACC-SINV-2019... Mehesh Engineering All Customer Groups 04-11-2019 iPhone X iPhone X Smartphor Territory inished Goods -.. 1.000 
aa Sales Person 
2 ACC-SINV-2019... Mehesh Engineering All Customer Groups 30-10-2019 One+7 One+7 Products Project Stores - VO 1.000 
3 ACC-SINV-2019..._ Mehesh Engineering All Customer Groups 22-10-2019 Installatio... Installatio.. Services Installation... Stores - VO 1.000 


Document module is used to record, permit, share and archive incoming and outgoing documents. 


DOCUMENT APPLICATION 


All employee can use this module, to record file transaction, where from, where to go, what project/sales linked, and who need to approve, 
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and where should keep. The main points are below: 
e DC Type-need to select: 
-if Docs for project, please select the project name in Project Link 
-if Docs for sales, please select the sales order in Sales Link 
e File Type- select the right type of document 
e Docs from: 
-if Customer/Supplier/Employee, then please select the right name in “from client”/ “from supplier”/ “from employee” 
-if other, then please enter the name in “from other” 
e Approver/Verifier, please select the right person her 
-if click Stamp, then please select the right company, and stamp should applied in this document; 
-if click Signature, please select the right person who should sign this document. 
e Description- need to fill requirement, or brief content of document here 
@ Handover to, there are option, Customer,supplier, employee, and other 
-if Customer,supplier, employee, please select the right name in box behind; 
-if other, please input the right name behind; 
e Archived form 
-hard copy, then please fill the phisical location in File location 


-if soft copy, please fill the file address in company disck. 


> > Document > Document Application > new-document-application-1 Q Search or type a command (Ctrl + G) QO Helpy &- 


= New Document Application  - Not saved 


OC Type File Type 


Docs for project . 


Project Link File Name 
Docs From * From Client 
‘Customer s 
Approver/Verifier * Approve/Verified Date 
Stamp Signature 
Click if need stamp, and select company below Click if need Signature, and select authorizer below 
Description * 
Normal to o- + BIUSK Aw YO T FSB ETZPE = ELE Tables 
a 
Handover to * Customer 
Customer ° 
Confidentiality level Archived Form * 
Proprietary = Hard Copy 
File Location * Archived By * 
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1 


2. 


+ 


Attach File 


wv Reviews 


+ 


+ 


® Tags 
Add a tag ... 


0 


You edited this 
1 year ago 


year ago 


& Shared With 


You created this 


FILE CATEGORY 


There are file categories in ERP, but if new category should be added, these two steps below is compulsory. 


Create new category through “add file category” 


} > Document > File Category Q Search or type @ command (Ctrl + 6) OH» Qe 
= File Category SlistView: Go [= Add File Category | 
Filter By 
>= Filter =i Last Updated On 
Assigned To 
Created By r © File Type Abbreviation 1D Non 
Ealt Finers © Meeting Minutes MM Meeting Minutes - ty @©0 
Tags : 
© Proposal from Supplier PS Proposal from Supplier + ty ©o 
show Tags 
© Quotation to Client ar Quotation to Client ty @0 
Save Filter 
© Invoice from Supplier Is Invoice from Supplier vy @o 
© Completion Report cR Completion Report ty @o 
© Company Legal Docs Lo ‘Company Legal Docs ly @0 
© Purchase Order PO Purchase Order - ty @o 
© Partnership Agreement PA Partnership Agreement ly @0 
© Undertake Letter uD Undertake Letter * ty @o 
© JV Agreement wv JV Agreement - ty @0 
© Agency Agreement AG ‘Agency Agreement - ty @0 


Add script in Client Script>Document Application Form, example: Meeting Minutes 


if(frm.doc.file_type== "Meeting Minutes"){frm.doc.naming_series = "MM.YY.MM.-.###";} 


= > Client Script >» Document Application-Form Q Search or type a command (Ctrl + G) a 


Document Application-Form * Enabled Go to Document Application Add script for Child Table Compare Versions << > 


& Assigned To 


DocType * Module (for export) 


Document Application 


@ Attachments 


Apply To Enabled 
7 Form 
Script 
1~ frappe.ui.form.on('Document Application’, { 
2, validate: function(frm) { 
3 ifCfrm.doc. fi "Undertake Letter"){frm.doc.naming_series = "UD.YY.MM, -.###";} 
4 ifCfrm.doc. fi "JV Agreement"){frm.doc.naming_series = "JV.YY.MM.~.###"; 
5 ifCfrm.doc. fi "Agency Agreement"){frm.doc.naming_series = "AG. YY.MM. -.###";} 
6 ifCfrm.doc. fi "Partnership Agreement"){frm.doc.naming_series = "PA.YY.MM,-.###";} 
7 ifCfrm.doc. fi "Quotation to Client"){frm.doc.naming_series = "QT.YY.MM. -. ###";} 
8 ifCfrm.doc. "Purchase Order"){frm.doc.naming_series = "PO.YY.MM.-.###";} 
9 ifCfrm.doc. fi "Company Legal Docs"){frm.doc.naming_series = "LD.YY.MM. -. ###" 
10 ifCfrm.doc. fi "Completion Report"){frm.doc.naming_series = "CR.YY.MM, -.### 
11 ifCfrm.doc. "Invoice from Supplier"){frm.doc.naming_series = "IS.YY.MM, ~.###";} 
12 ifCfrm.doc. fi "Proposal from Supplier"){frm.doc.naming_series = "PS.YY.MM.-.### 
13 ifCfrm.doc. fi "Meeting Minutes"){frm.doc.naming_series = "MM.YY.MM. ~.###";} 
UNFOLLOW os 
15 } 
AS ID 
17 
18> frappe.ui.form.onC"Document Application", “onload”, functionCfrm){ 
10% Frm cok anianutMannnnian” Fincbinnf SE 
Expand 
Client Script Help 


Client Scripts are executed only on the client-side (i.e. in Forms). Here are some examples to get you started 


// fetch local_tax_no on selection of customer 
// cur_frm.add_fetch(link_field, source_fieldname, target_fieldname); 
cur_frm.add_fetch("customer", “local_tax_no', 'local_tax_no'); 


// additional validation on dates 
frappe.ui.form.on('Task', ‘validate’, function(frm) { 
if (frm.doc.from_date < get_today()) { 
msgprint('You can not select past date in From Date"); 
validated = false; 


ye 
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Stock 


The Stock or Inventory module in ERP helps you to: 
e Maintain details of your products and warehouses. 
e Track receipt, transfer and delivery of the products. 
@ = Optimize stock levels by providing real-time information via reports. 


e Provide valuation of each product. 


The Stock module is tightly integrated with Purchase, Manufacturing and Accounting modules. 


WHAT IS STOCK 


Businesses have a large part of their financial resources invested in the stock items they trade. With ERP, you can always keep a bird's eye view 
on your stock availability, replenishment, procurement, sales, and much more. 
Core Stock Transactions_ 
There are three main types of entries: 

e@ Purchase Receipt: Items received from Suppliers against Purchase Orders. 

e = Stock Entry: Items transferred from one Warehouse to another. 

@ Delivery Note: Items shipped to Customers. 
Apart from these core transactions, there are other documents available in ERP Stock module to manage Stock Reconciliation, Item Prices, 
deliveries, serial numbers, batch numbers, quality inspections, returns, etc. 


Here's a view of Item Stock Summary in ERP. 


B > Stock Q fearch or type a command (Ctrl + G) OQ Helpw = PR 


Stock Summary 


=t Projected qty 


720 45 (448) 
= 


Stores - UP Shaving brush Move Add 
a) 

Stores - UP Syringe B Add 
26 27 

Stores - UP Raw plastic crystals . Move Add 

Work In Progress - UP Coal ike Move Add 

Work In Progress - UP Cellulose ae Move Add 

Work In Progress - UP Salt StF Move Add 

Work In Progress - UP Natural gas ag Move Add 

Work In Progress - UP Crude oil ae Move Add 

Stores - UP Immersion arm 9ft ie Move Add 


A warehouse is a commercial building for storage of goods. Warehouses are used by manufacturers, importers, exporters, wholesalers, 
transport businesses, customs, etc. 
They are usually large plain buildings in industrial areas of cities, towns, and villages. They mostly have loading docks to load and unload 


goods from trucks. 
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This can become quite a detailed Tree like the following: 
Warehouse > Room > Row > Shelf > Bin 
To access the Warehouse list, go to: 
Home > Stock > Settings > Warehouse 
1. How to create a Warehouse_ 
1. Go to the Warehouse list, click on New. 


2. Enter a name for the Warehouse. 


4. Save. 


company at a glance. 


1.1 Additional options when creating a Warehouse_ 


transactions. 


Address and contact_ 


Manager for example. 


B > Stock > Warehouse > RK chemicals - 


RK chemicals ~ Enabied 


2. Assigned To 


Warehouse Type 
+ 


@ Attachments 


Parent Warehouse 


Attach File + 
All Warehouses - UP. 
vy Reviews 
Default In-Transit Warehouse 
+ 
3 Shared With 
Is Group 
+ 
® Tags 
Add a tag Address and Contact 
1. RK chemicals (Billing) 
101 street, Blue lane 
O- 0 FOLLOW LA, 


New Address 
You edited this 
1 minute agi 


1.2 After Saving_ 


After saving a Warehouse, you'll see the following options: 


will make this a Group Warehouse. 
2. Features_ 


2.1 Tree View_ 


Warehouse which could be a shelf inside your actual location. 


The terminology of ‘Warehouse’ in ERP is a bit broader though and maybe can be regarded as "storage locations". You can create a sub- 


3. Set/check the Parent Warehouse. If you tick on 'Is Group’, you can create sub-Warehouses under this group Warehouse. 


Warehouses are saved with their respective Company’ s abbreviations. This facilitates identifying which Warehouse belongs to which 


Account: Set a default account here for all transactions with this Warehouse. Setting this account will show transactions from this Warehouse 


in the Accounting Ledger. Warehouse Type: You can create a Warehouse Type to classify Warehouses. For example, Supplier Warehouses, 


Stock Warehouses, WIP Warehouses, Rooms, etc. can be tagged. This classification is useful when generating reports or in certain stock 


You can add Billing, Shipping, and other types of addresses for the Warehouse. You can also add a contact, this could be the Warehouse 


Q Search or type a command (Ctrl + G) 


Stock Balance General Ledger — Non-Group to Group 


Account 


RK - Chemicals - UP 


If blank, parent Warehouse Accc 


transactions 


Company * 


Unico Plastics Inc. 


Disabled 


No contacts added ye' 
Edit 


New Contact 


e@ = Stock Balance: This will open the Stock Balance report to display the quantity, valuation, balance, etc. 
e@ General Ledger: This will open the General Ledger to display the accounting transactions. 


e Non-Group to Group: If the Warehouse is a Non-Group Warehouse, i.e. cannot contain other Warehouses under it, this button 


You can also switch to ‘Tree’ View which will show all the group and child Warehouses. 


< > 8 
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B > Stock Q Search or type a command (Ctrl + G) Q  Hepy Pp 
Warehouse Tree Expand All «+ 


Unico Plastics Inc. 


© Unico Plastics Inc. 


& All Warehouses - UP $ 93,800.00 
© Dock - UP $ 0.00 
© Finished Goods - UP $ 0.00 
© Goods In Transit - UP $ 0.00 
& Large store 1- UP $0.00 

& Ls Row 1- UP $0.00 

© LSR1 shelf 1- UP $ 0.00 

© LSR1 shelf 2 - UP $ 0.00 

© Ls Row 2- up $ 0.00 

© LSR2 shelf 1- UP $ 0.00 

© LSR2 shelf 2- UP $ 0.00 

© Ls Row 3 - uP $ 0.00 

© RK chemicals - UP $ 0.00 


2.2 Warehouse Account_ 

In ERP, if you enable Perpetual Inventory, every Warehouse must belong to a specific company to maintain company-wise stock balance. To 
do so, each Warehouse should be linked with an Account in the Chart of Accounts (the same name as the Warehouse itself). This account 
captures the monetary equivalent of the goods or materials stored in that specific warehouse. 

If you have a more detailed Warehouse Tree, most likely it's a good idea to link the sub-locations (room, row, shelf, etc.) to the account of the 
actual Warehouse (the root Warehouse of that Tree) as most scenarios do not require to account for value of stock items per Shelf or Bin. For 
example, if you have Warehouse A, and the room, rows are B, C, etc., then link B and C to the account of A. 

Tip: ERP maintains stock balance for every distinct combination of Item and Warehouse. Thus you can get the stock balance for any specific 


Item in a particular Warehouse on any particular date. 


ITEM 


An Item is a product or a service offered by your company. 
The term Item is also applicable to raw materials or components of products yet to be produced (before they can be sold to customers). ERP 
allows you to manage all sorts of items like raw-materials, sub-assemblies, finished goods, item variants, and service items. 
ERP is optimized for itemized management of your sales and purchase. If you are in services, you can create an Item for each service that you 
offer. Completing the Item Master is very essential for the successful implementation of ERP. 
To access the Item list, go to: 
Home > Stock > Items and Pricing > Item 
1. Prerequisites" 
Before creating and using an Item, it is advised that you create the following first: 
e Item Group 
e Warehouse 


e =A Unit of Measure if required 
2. How to create an Item_ 
1. Go to the Item list, click on new. 
2. Enter an Item Code, the name will be auto-filled the same as Item Code on clicking inside the Item Name field. 
3. Select an Item Group. 


4. — Enter the opening stock units and standard selling rate. 
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B > Stock > Item > PBIL Q Search or type a command (Ctrl + G) Gi Helpy = PR 
Plastic bottle 1L  ~ enabied View: Duplicate << > @ Save 
Overview v 
Connections ~ 
©, Assigned To StockLevels «~ 
+ 0 187 (24) 
Stores - UP PBI1L (Plastic bottle 1L) lh a Move Add 


@ Attachments 


© yvonne-young-C x 


Attach File + Item Name Disabled 

ty Reviews Prsstio bettie Iie Allow Alternative Item 

+ Item Group * @ Maintain Stock 

%, Shared With Products Include Item In Manufacturing 
ae HSN/SAC Valuation Rate 


40.00 


Is Nil Rated or Exempted Is Fixed Asset 


Save. 


2.1 Item Properties_ 


Item Name: Item name is the actual name of your product or service. 

Item Code: Item Code is a short-form to denote your Item. If you have very few Items, it is advisable to keep the Item Name and 
the Item Code same. This helps new users to recognize and update Item details in all transactions. In case you have a lot of Items 
with long names and the list runs in hundreds, it is advisable to code. To understand naming Item codes see Item Codification. You 
can also generate Item Code based on a Naming Series by enabling this feature in Stock Settings. 

Item Group: Item Group is used to categorize an Item under various criteria like products, raw materials, services, sub-assemblies, 
consumables or all Item groups. Create your default Item Group list under Setup > Item Group and pre-select the option while 
filling your New Item details under Item Group. Item groups can be sub-assemblies, raw materials, etc, or based on your business 
use case. 

Default Unit of Measure: This is the default measuring unit that you will use for your product. It could be Nos, Kgs, Meters, etc. 
You can store all the UOMs that your product will require under Set Up> Master Data > UOM. These can be preselected while filling 


New Item by using % sign to get a pop up of the UOM list. Visit the UoM page for more details 


2.2 Options when creating an item_ 


Disabled: If you disable an Item, it cannot be selected in any transaction. 

Allow Alternative Item: Sometimes when manufacturing a finished good, specific material may not be available. If you tick this, 
you can create and select an alternative item from the Item Alternative list. To know more, visit the Item Alternative page. 
Maintain Stock: If you are maintaining stock of this Item in your Inventory, ERP will make a stock ledger entry for each transaction 
of this item. Ensure to keep this option unchecked when creating a non-stock Item (make to order/engineer) or a service. 

Include Item in Manufacturing: This is for raw material Items that'll be used to create finished goods. If the Item is an additional 
service like ‘washing’ that'll be used in the BOM, keep this unchecked. 


Valuation Rate: There are two options to maintain valuation of stock. FIFO (first in - first out) and Moving Average. To understand 


this topic in detail please visit Item Valuation, FIFO and Moving Average. 


Standard Selling Rate: When creating an Item, entering a value for this field will automatically create an |tem Price at the backend. 
Entering a value after the Item has been saved will not work. In this case, the Item Price is created from any transactions with the 
Item. The rate at which you'll sell the item. This will be fetched in Sales Orders and Sales Invoices. 

Is Fixed Asset: Tick this checkbox if this item is a company Asset. Check out the Asset Module to know more. 

Auto Create Assets on Purchase: If Item is a Company Asset, tick this checkbox if you want to auto create assets while purchasing 


this item through Purchase Cycle. Check out the Asset Page to know more. 
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e = Allowance Percentage: This option will be available only when you create and save the item. This is the percent by which you will 
be allowed to over-bill or over-deliver this Item. If not set, it will select from Stock Settings. 
@ Uploading an Image: To upload an image for your icon that will appear in all transactions, save the partially filled form. Only after 
your file is saved the 'Change’ button will appear on the Image icon. Click on Change, then click on Upload, and upload the image. 
For UAE: 
e@ —HSN/SAC: Harmonized System of Nomenclature (HSN) and Service Accounting Code (SAC) for GST. These numbers are defined 
by the government and different Items fall under different codes. New HSN codes can be added if not present in the list. 
e Is nil rated or exempted: For an Item that is under GST, but no tax is applied to it. Eg: Cereals. 
e@ Is Non GST: For an item that is not covered under GST. Eg: petrol. 
3. Features_ 
3.1 Brand and Description_ 


e Brand: If you have more than one brand save them under Selling > Brand and pre-select them while filling a New Item. 


e Description: Description of the item. The’ text from the Item Code will be _ fetched by 

B > Stock > Item > PBIL Q Search or type a command (Ctrl + G) Gi Help» = PR 

Plastic bottle 1L  ~ enabiea View > Duplicate << > @ 

0 i) FOLLOW _ 

Description ~ 
You edited t Brand 
ane Sippy 
You created this 
1 year ag Description 
Normal F 3 BIUk A op eB £f=z a Table + 


1 Liter plastic bottle made from durable strong plastic. It has low Bisphenol A (BPA) amounts as compared to standard bottles in the market. 


default. 


3.2 Barcodes_ 
Barcodes can be recorded in Items to quickly scan and add them in transactions. In the Barcodes table you can add an Item's barcode for 
scanning. There are two types of barcodes in ERP: 

e@ EAN: The European Article Number is a 13 digit number. EAN is used internationally and recognized by more POS systems. 

@ UPC: The Universal Product Code is a 12 digit number. UPC is generally used only in USA and Canada. 

3.3 Inventory_ 

e Shelf Life In Days: This is for a product Batch. The number of days after which product batch will be unusable. For example, 
medicines. 

e End of Life: For a single item/product, the date after which it'll be completely unusable. That is, the item will be unusable in 
transactions and manufacturing. For example, you're using plastic crystals for manufacturing Items for the next 5 years after which 
you want to use plastic beads. 

@ ~=Warranty: To track a warranty period, it is necessary that the Item is serialized. When this Item is delivered, the delivery date and 
the expiry period is saved in the Serial Number master. Through the serial number master, you can track the warranty status. 


A warranty period is a time period in which a purchased product may be returned or exchanged. 
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B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) Gi Helpy = PR 
5x1 screw = Enabled View > Duplicate << > @ | save | 
Inventory ~ 
Shelf Life In Days * Warranty Period (in days) 
2000 365 
End of Life Weight Per Unit 
31-12-2099 2.000 
Default Material Request Type Weight UOM 
Purchase ‘ Gram/Litre 
e 


Weight UOM: The Unit of Measure for the item. This can be Nos, Kilo, etc. The Weight UoM which you use internally can be 
different from the purchase UoM. 

Weight Per Unit: The actual weight per unit of the item. Eg: 1 kilo biscuits or 10 biscuits per pack. 

Default Material Request Type: When you create a new Material Request for this item, the field set here will be selected by default 


in the new Material Request. This is also known as an ‘indent’. 


Valuation Method: Select the Valuation Method whether FIFO or Moving Average. Read Item Valuation methods to know more. 


Allow negative stock: When checked the item will be allowed to go negative even if negative stock is disabled from Stock Settings. 
This is useful if you don't want to enable negative stock on high value items but few select low value items are allowed to go 


negative for few days. 


3.4 Automatic Reordering_ 


When the stock of an item dips under a certain quantity, you can set an automatic reorder under ‘Auto Reorder’ section. This should be 


enabled in Stock Settings. This will raise a Material Request for the Item. The user with roles Purchase Manager and Stock Manager will 


be notified when the Material Request is created. 


Check in (group): In which group warehouses to check the quantity of the item. 

Request for: Which warehouse to stock the item reorder. 

Re-order Level: When this quantity is reached, the reorder will be triggered. Re-order level can be determined based on the lead 
time and the average daily consumption. For example, you can set the reorder level of Motherboard at 10. When only 10 
Motherboards are remaining in stock, the system will either automatically create a Material Request in your ERP account. 
Re-order Qty: The number of units to be reordered so that the sum of ordering cost and holding cost is at its minimum. The re- 


order quantity is based on the ‘Minimum Order Qty' specified by the supplier and many other factors. 


For example, If reorder level is 100 items, your reorder quantity may not necessarily be 100 items. The Reorder quantity can be greater than 


or equal to the reorder level. It may depend upon lead time, discount, transportation and average daily consumption. 


Material Request Type: The Material Request type with which the stock will be reordered. This depends whether you buy the Item, 


manufacture it yourself or transfer it between Warehouses. 
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Check in (group) 


All Warehouses - UP| 


Request for * 


Stores - UP 


Re-order Level * 


10.000 


Re-order Qty 


15.000 


Material Request Type * 


Purchase 


@ Shortcuts: ctri+Up . Ctri+Down . ESC 


3.5 Multiple Units of Measure_ 


3.6 Serial Numbers_ 


track individual Item. The numbering system also manages expiry dates. 


no warranty and has no chances of being recalled, avoid giving serial numbers. 


= 5x1screw - Enabled 


‘Supplier Quotation + Work Order + 
You edited this 
4 minutes ago Request for Quotation + Item Manufacturer ae 
You created this Purchase Order + 


7 minutes ago 
Purchase Receipt + 


Purchase Invoice = + 


Move 


3.7 Batches 


manually for every transaction. 


Editing Row #1 Insert Below Insert Above —_) Duplicate 


Note: The Material Request is created at 12 midnight depending on the set reorder level. 


You can add alternate UoMs for an Item. If the default UoM in which you sell is numbers (NoS) but you receive it in Kilos, you can set an 


additional UoM with an appropriate conversion factor. For example, 500 Nos of screws = 1 Kilogram, so select Kilogram/Litre as UOM and set 


the conversion factor as 500. To know more about selling in different UoM, visit this page. 


With Serial Numbers, you can track warranty and returns. In case any individual Item is recalled by the supplier the number system helps to 


Please note that if you sell your items in thousands, and if the items are very small like pens or erasers, you need not serialize them. 


In ERP, you will have to mention the Serial Number in some accounting entries. If your product is not a big consumer durable Item, if it has 


B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) 


Stock Entry = + Ly 
Item Name Disabled 
5*1 screw Allow Alternative Item 
Item Group * @ Maintain Stock 
Products @ Include Item In Manufacturing 
Is Item from Hub Valuation Rate 


A set of Items can be manufactured in batches. This is useful for moving the batch and associate an expiry date with a certain batch. 


@ Has Batch No: Options for batch number, expiry date, and retaining sample stock will be revealed on ticking this checkbox. You 


cannot activate this if there is any pre-existing transaction for this item. If this is disabled, you'll have to enter the serial numbers 


e Batch Number Series: Prefix that'll be applied to batch numbers. If you set 5x1SCR, then the first batch will be named like 
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5x1SCRO0001 on first transaction/manufacture. 

Automatically Create New Batch: If the batch number is not mentioned in transactions, then they will be automatically created 
according to a format like AAAA.00001. If you always want to manually create a batch number for this item, leave this field blank. 
This setting will override 'Naming Series Prefix’ in Stock Settings. Batch numbers can be set to be generated automatically if you 
manufacture the Items or can be entered manually if it comes from an external manufacturer. 

Has Expiry Date: If you tick this, the batch number will be created according to the expiry date. The expiry dates can be set in the 
‘Batch’ master. 

Retain Sample: To retain a minimum number of sample stock of the item. You need to set a Sample Retention Warehouse in Stock 


Settings for this. To know more, click here. 


Has Serial No: This is similar to Batch Number Series, it'll be created when you make transactions/manufacture. If you set Serial 


Number Series as AA, then on the first transaction a serial number like AAO0001 will be created. 


Tip: While entering an Item Code in an Items table, if the table requires inventory details, then depending on whether the entered item is 


batched or serialized, you can enter serial or batch numbers right away in a pop-up dialog. 


Select Batch Numbers 


Item Code Total Qty 


Syringe D 148 


Source Warehouse 


Batches 


Batch Entries 


Select Batch Available 


$DB.31122021 


SDB.25102021 


$DB.17082021 


Add Row 


Note: Once you mark an item as serialized or batched or neither, you cannot change it after you have made a Stock Entry. 
To know more, visit the Stock Reconciliation page. 

3.8 Variants_ 

An Item Variant is a different version of a Item. To learn more about managing variants see |tem Variants. 

3.9 Item Defaults_ 


In this section, you can define Company-wide transaction-related defaults for this Item. 


Default Warehouse: This is the Warehouse that is automatically selected in your transactions with this item. 

Default Price List: Whether Standard Selling or Standard Buying. Likewise, you can also set the purchasing and selling default 
accounts 

Supplier: If a default supplier is set, this supplier will be selected for new purchase transactions. 

Default Expense Account: It is the account in which cost of the Item will be debited. 

Default Income Account: It is the account in which income from selling the Item will be credited. 


Default Cost Center: It is used for tracking expense for this Item. 
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Editing Row #1 Insert Below Insert Above Duplicate Move v 


Company * Default Price List 


Unico Plastics Inc. Standard Selling 


Default Warehouse 


Stores - UP 


Purchase Defaults 


Default Buying Cost Center Default Expense Account 


Default Supplier 


Sales Defaults 
Default Selling Cost Center Default Income Account 


Dallas - UP 


Tip: You can add more rows for multiple companies. 
3.10 Purchase, Replenishment Details_ 
e Default Purchase Unit of Measure: The default UoM that will be used in Purchase transactions. 


@ Minimum Order Qty: The minimum quantity required for purchase transactions like Purchase Orders. If set, the system will not let 


you proceed with the purchase transaction if the item quantity in the purchase transaction is lesser than the quantity set in this field. 
e = Safety Stock: “Safety Stock” is used in the report “ltemwise Recommended Reorder Level” . Based on Safety Stock, average 
daily consumption and the lead time, the system suggests Reorder Level of an item. 
Reorder Level = Safety Stock + (Average Daily Consumption * Lead Time) 
e@ Last Purchase Rate: The rate at which you last purchased this item using a Purchase Invoice will be displayed here. 
e Is Purchase Item: If unticked, you won't be able to use this item in purchase transactions. 
e Is Customer Provided Item: Checked if Item is provided by a customer and received through Stock Entry > Material Receipt. If 


Checked, Customer field is Mandatory as the default customer for Material Request. To know more visit this page. 


e@ Lead time days: Lead time days are the number of days between ordering the Item and it to reach the Warehouse. 


B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) ra Help» PR 
= 5x1 screw - Enabled View > Duplicate << > Qi 


Purchase, Replenishment Details ~ 


@ |s Purchase Item Lead Time in days 
Default Purchase Unit of Measure 6 
Bae Average time taken by the supplier to deliver 
Last Purchase Rate 
Minimum Order Qty 
it) 
20.000 


Minimum quantity should be as per Stock UOM Is Customer Provided Item 


Safety Stock 


10.000 


3.11 Supplier Details" 
e@ Delivered by Supplier (Drop Ship): If the item is delivered directly by the supplier to the customer, tick this checkbox. Read 
more here. 
e@ Supplier Codes: Track Item Code defined by the Suppliers for this Item. In the Purchase transactions, on selecting an Item, a Supplier 


Part No. will be fetched as well for the Supplier's reference. You can read more about it here. 
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B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) Ci Help» = PR 


= 5x1 screw - Enabled View Duplicate < > @ 


Supplier Details ~ 


Delivered by Supplier (Drop Ship) Supplier Items 
Supplier Supplier Part Number 
Ruhi Hardware 47151 2 
Add Row 


3.12 Foreign Trade Details" 
If you're sourcing the item from another country, you can set the details here. 
@ ~=Country of Origin: The country from which you're sourcing the item. 
e@ Customs Tariff Number: You can create a customs tariff number with a description and use it for reference here to share with 
custom agencies. Later it can be used to add in Delivery Notes. 


3.13 Sales Details 


@ Grant Commission: Grant a commission to Sales Person and Sales Partner when this item is sold. If disabled, the sales generated 


by this item will be ignored in the calculation of commission. 
e Default Sales Unit of Measure: The default UoM that'll be fetched for sales transactions. 


@ = Max Discount (%): You can define the maximum discount in % to be applied to an item. Eg: if you set 20%, you cannot sell this item 


with a discount greater than 20%. 


e Is Sales Item: If unticked, you won't be able to use this item in sales transactions. 


B > Stock > Item > PBIL Q Search or type a command (Ctrl + G) Gi Help» = PR 


= Plastic bottle 1L ~ Enabiea View Duplicate << >» @B 


Sales Details ~ 


Default Sales Unit of Measure Max Discount (%) 


Nos 5.000 


Is Sales Item 


3.14 Deferred Revenue and Deferred Expense_ 

You can enable deferred revenue or expense from the item. Once you tick the checkbox, you'll see options to set the Deferred Expense 
Account and the number of months through which the revenue/expense is deferred. 

For example, consider a yearly gym membership, you pay the money upfront at once but the service is given throughout the year. For the 


gym owner, this is deferred revenue and for the customer, it is a deferred expense. 


B > Stock > Item > PBIL Q Search or type a command (Ctrl + G) Gi Helpy = PR 


Plastic bottle 1L ~ Enabiea View Duplicate < > @ 


Deferred Revenue ~ 


Deferred Revenue Account No of Months 


Creditors - UP 3 


Enable Deferred Revenue 


Check out the pages on Deferred Revenue for more details. 

3.15 Customer Details 

The Customer may identify an Item with a different Item Code. this is Similar to Supplier Code. 
@ Customer Name: Select a customer here. 


e@ Customer Group: This will be fetched based on the Customer you selected in the previous field. 
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@ Ref Code: A customer can identify this item with a different number. You can track Item Code assigned by the Customer for this 


Item. When you create a Sales Order, the Customer's Reference Code for this Item will be shown. 
3.16 Item Tax_ 
These settings are required only if a particular Item has a different tax rate than the rate defined in the standard tax Account. 
You need to create a new ‘Item Tax Template’ or choose an existing one. For example, if you have a tax Account, “VAT 14%” and this 
particular Item is exempted from tax, then you select “VAT 14%” in the first column, and set “O” as the tax rate in the second column. 
Visit the Item Tax Template page for more details. 


B > Accounting > Item Tax Template >» Screw VAT14 exempt Q Search or type a command (Ctrl + G) Gos Help» = PR 


Screw VAT14 exempt < > 8 


&. Assigned To 


+ Connections v 


@ Attachments 
Attach File + Title * 


Screw VAT14 exempt 


vw Reviews 
+ Company * 


Unico Plastics Inc. 
3 Shared With 


ry Tax Rates 
Ni Tax ‘ax Rate 
Add a tag 1 VAT 14% - UP 14 2 Edit 


Add Row 


You can also set a Tax Category for this Item. 
3.17 Inspection Criteria_ 
e Inspection Required before Purchase: If an inspection is mandatory before the item is purchased, i.e., before you generate 
Purchase Receipt, tick this checkbox. 
e Inspection Required before Delivery: If an inspection is required at the time of delivery from your Supplier is mandatory for this 
Item, tick this checkbox. That is, before you generate a Delivery Note. 
@ = Quality Inspection Template: If a Quality Inspection is prepared for this Item, then this template of criteria will automatically be 
updated in the Quality Inspection table of the Quality Inspection. Examples of Criteria are: Weight, Length, Finish, etc. 
Quality Inspection can be done with Quick View and you need not go to a different page to update the details inspection in ERP. 
Read Quality Inspection to know more. 
3.18 Manufacturing_ 
@ Default BOM: The default Bill of Materials used to manufacture this Item. 
e@ Supply Raw Materials for Purchase: If you're subcontracting to a vendor, you can choose to provide them with the raw materials 
to manufacture the item using the default BOM. 
e@ Manufacturer: Select the Manufacturer who manufactured this item. 


e@ Manufacturer Part Number: Enter the manufacturer part number that the manufacturer has assigned to this item. 


B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) Ci Help» = PR 
5x1 screw - Enabled View Duplicate < >» @B = 


Manufacturing ~ 


Supply Raw Materials for Purchase Default Item Manufacturer 


‘ontracted to a vendo D 
f sub cte d Dev fasteners 


Default Manufacturer Part No 


SCR5X1-2 


e@ The manufacturer details appear after you've created an ‘Item Manufacturer’ from the dashboard and selected that record as default. 


Here, add details for: 
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e Item Code 
e Enter the manufacturer name 
e Enter the part number the manufacturer uses to identify this item 


e Select ‘Is Default’ to show the manufacturer and part number in the Item record 


B > Stock > Item Manufacturer > fcc57 


Q Search or type a command (Ctrl + G) GQ Help» PR 


= 5x1 screw 3G OlG 
&, Assigned To 
Item Code * Item Name 
+ 
5*1 screw 5x1 screw 
@ Attachments 
Manufacturer * Description 
Attach File + 
Dev fasteners 5x1 screw 
vy Reviews 
Manufacturer Part Number * \s Default 
+ 
SCR5X1-2 
& Shared With 
+ 
3.19 Website_ 


e Show in Website: Choose if you want to show this Item on your website. Once you tick this, additional options will be visible to 
configure the item on your website. To view the item on the website click on the ‘See on Website’ link on the top left just above the 
item image. Visit the Website module to know more. 


B > Stock > Item > 5x1 screw 


Q Search or type a command (Ctrl + G) at Help» PR 


= 5x1 screw -~ Enabled View: Duplicate < >» @ 


Show in Website 


Route 


products/5*1-screw-a204x 


Website Warehouse 


Stores - UP 


Stock" of "Not in Stock” based on stock available in this warehous' 


Website Item Groups 


List this Item in multiple groups on the website. 
item Group 


Products 


Weighta 
swicki Add Row 


items with higher weightage will be shown higher Set Meta Tags 


Slideshow 


Show a slideshow at the top of the page 
Website Image 


% /files/screw-image.png Reload File Clear 


@  Weightage: Items with higher weight will be displayed first on the website. The limit for the number you can enter here is very high. 

e Slideshow: A slideshow can be displayed at the top of the page. Visit the Homepage page in Website module to know more. 

e@ Image: You can attach an image instead of a Slideshow. 

e@ Website Warehouse: Select an existing or create a new warehouse for transactions via your website. This Warehouse will be 
different from your offline Warehouses. Stock for any online transactions will be deducted from the Warehouses set under Website 
Warehouse. 

@ Website Item Groups: In this table you can select existing or create new Item Groups to classify items on your website. 


e@ Set Meta Tags: Meta tags help with SEO. See Web Page to know how to add them. 


Visit Manufacturing and Website to understand these topics in detail. 


3.20 Website Specifications_ 
This section is for configuring other details about the item. 


@ Copy from Item Group: The ‘Website Specifications’ details will be fetched as set in a specific Item Group chosen on the previous 


section (2.17). 


e@ Website Specifications: Label and its description for the item. For example, ‘Warranty: 1 year’. 
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e@ Website Content: (/ntroduced in v12) You can create additional styling, etc., use Bootstrap 4 markup to display on the item page. 
3.21 Hub Publishing Details" 


@ Website Description: This will appear on the item page. 


The hub is a free online marketplace where Suppliers and Customers can transact. If both parties are on ERP, the transactions happen 
seamlessly. You can visit the hub at: https://hubmarket.org. 
e Publish in Hub: Choose if you want to publish your item on https://hubmarket.org/. It is a free marketplace. If your 
supplier/customer is also on ERP, the transactions will be seamless. For example, on creating a Purchase Order from your end, a 
Sales Order will be created on the Supplier's end. 
@ Hub Warehouse: This is a separate Warehouse to maintain the stock for your hub transactions. 


e@ — Synced With Hub: Sync item and other details with the hub when transactions take place. 


OPENING STOCK 


Opening Stock is the amount and value of materials that a company has available for sale or use at the beginning of an accounting 
period. 
The closing Stock of the previous accounting period becomes the opening Stock of the current accounting period. 
1. Prerequisites" 
e = Create Warehouses. 


e Link Warehouse to appropriate accounting ledgers. 

2. Opening Stock for Non-serialized Items_ 

To post opening stock visit the Stock Reconciliation page. 

3. Opening Stock for Serialized and Batched Items_ 

Create the Batch and Serial No records beforehand. To post opening stock for serialized and batched items: 
1. Go to Stock > Stock Transactions > Stock Entry > New. 
2. Select 'Material Receipt’ in ‘Stock Entry Type’. 

Select the Warehouse in ‘Default Target Warehouse’. 

In Items table select Item Code, Qty and Basic rate. 

For batched items select Batch No. 


For serialized items select Serial No. 


Nn Oo a FF Ww 


Save and Submit. 


ACCOUNTING OF INVENTORY STOCK 


The value of available inventory is treated as a Current Asset in the company's Chart of Accounts. To prepare a Balance Sheet, you should 
make the accounting entries for those assets. There are generally two different methods of accounting for inventory. 

1. Auto/Perpetual Inventory_ 

In this process, for each stock transaction, the system posts relevant accounting entries to sync stock balance and accounting balance. This is 
the default setting in ERP for new accounts. By default, Perpetual Inventory is enabled in the Company. 

When you buy and receive items, those items are booked as the company’s assets (stock-in-hand). When you sell and deliver those items, 
an expense (Cost of Goods Sold) equal to the landed cost of the items is booked. General Ledger entries are created after every stock 
transaction. As a result, the value as per Stock Ledger always remains the same with the relevant account balance. This improves the accuracy 
of the Balance Sheet and the Profit and Loss statement. 


Read Perpetual Inventory documentation to check accounting entries for a particular stock transaction. 
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Perpetual Inventory system will make it easier for you to maintain the accuracy of the company's asset and expense values. Stock balances will 


1.2 Advantages of Perpetual Inventory 


always be synced with relevant account balances, so no more periodic manual entry needs to be done to balance them. 
n case of new back-dated stock transactions or cancellation/amendment of an existing transaction, all the future Stock Ledger entries and GL 
Entries will be recalculated for all items of that transaction. The same is applicable if any cost is added to the submitted Purchase Receipt later 


hrough the Landed Cost Voucher. 


ote: Perpetual Inventory completely depends upon the item valuation rate. Hence, you have to be more careful entering the valuation rate 


while making any incoming stock transactions like Purchase Receipt, Material Receipt, or Manufacturing/Repack. 


2. Periodic Inventory 

In this method, accounting entries need to be created manually in order to sync stock balance and relevant account balance. The system does 
not create accounting entries automatically for assets at the time of material purchases or sales. 

In an accounting period, when you buy and receive items, an expense is booked in your accounting system. You sell and deliver some of these 
items. 

At the end of an accounting period, the total value of items to be sold, need to be booked as the company’s assets, often known as stock- 
in-hand. 

The difference between the value of the items remaining to be sold and the previous period’ s stock-in-hand value can be positive or 
negative. If positive, this value is removed from expenses (Cost of Goods Sold) and is added to assets (stock-in-hand). If negative, a reverse 
entry is passed. 

This complete process is called Periodic Inventory. 


If you are an existing user using Periodic Inventory and want to use Perpetual Inventory, you need to follow a few steps to migrate. 


PRICE LISTS 


A Price List is a collection of Item Prices either Selling, Buying, or both. 

ERP lets you maintain multiple Selling and Buying !tem Prices using Price Lists. 

Price Lists can be used in scenarios where you have different prices for different zones (based on the shipping costs), for different currencies, 
etc. An Item can have multiple prices based on customer, currency, region, shipping cost, etc, which can be stored as different rate plans. 

n ERP, all the Item Prices are stored separately. Buying Price for an item is different from Selling Price and thus they're stored separately. 


To access a Price List go to: 


Home > Selling/Buying/Stock > Items and Pricing > Price List 


B > Stock > Price List > Import Price Q Search or type a command (Ctrl + G) Gi Helpy = PR 
Import Price - cnavies Add/Edit Prices << > 
2. Assigned To 
Enabled 
+ 
Attachments 
Currency * Applicable for Countries 
Attach File + 
EUR ountry 
dy Reviews 
+ Restaurant Menu France 
Add Row 
4 Shared With 
@ Buying 
+. 
Selling 


Tags 
Price Not UOM Dependent 


1. How to use a Price List_ 


sl si P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 793 - man.energy 800696 


—~jyuen 


e Price Lists will be used when creating an Item Prices to track selling or buying price of an item. 

e@ = Specific countries can be assigned in the Price List. 

e To disable specific Price List, untick the ‘Enabled’ checkbox. Disabled Price List will not be available for selection in the Sales and 
Purchase transactions. 

e@ Price Not UOM Dependent: Consider an item, Tomatoes which you buy in Boxes and sell in Kilos. 1 Box = 10 Kilos and 1 Kilo 
buying price is 10rs. If this Box is unchecked and you select 1 Box in your transaction, the price will show up only for a Kilo since 
that's the only Item Price saved. 

Now, if you tick this checkbox and make a transaction with a Box of Tomatoes, then the price will be automatically set as 100 since the price 
of 1 Box (10 Kilos) is 100. 


e@ = Standard Buying and Selling Price Lists are created by default. 


Note: If you have multiple Price Lists, you can select a Price List or tag it to a Customer (so that it is auto-selected). Your Item Prices will 


automatically be updated from the Price List. 


STOCK SETTINGS 


You can set default settings for your stock related transactions from the Stock Settings page. 


1. Item Naming By_ 


B > Stock > Stock Settings Q Search or type a command (Ctrl + G) Gos Help» = PR 
Stock Settings ” 
& Assigned To 
Item Naming By Default Valuation Method 
+e 
Item Code . FIFO 
@ Attachments 
Default Item Group Over Delivery/Receipt Allowance (%) 
Attach File + 
0.000 


ty Reviews 


Default Stock UOM 


+ 


to receive 110 units 


Nos 


3 Shared With Action If Quality Inspection Is Not Submitted 
Default Warehouse 
+ 
Stores - UP 


Show Barcode Field 
Sample Retention Warehouse 


0 ) FOLLOW ! 
Sample Retention - UP Convert Item Description to Clean HTML 


Disable Serial No And Batch Selector 


By default, the Item Name is set as per the Item Code entered. If you want Items to be named by a set Naming Series choose the ‘Naming 
Series’ option . 

2. Defaults_ 

2.1 Default Item Group_ 

This will be the default item group allocated to a newly created item. Item groups are useful for classification and setting properties for the 
whole group. To know more visit the Item Group page. 

2.2 Default Stock UOM_ 

The default unit of measure for stock is set as numbers (Nos), it can be changed from here. 

2.3 Default Warehouse_ 


Set the default Warehouse from which the stock transactions are done. This will be fetched into the Default Warehouse in the Item 
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By > stock > Item > Plastic bullets Q Search or type a command (Ctrl + G) Gi Help» = PR 
Plastic bullets | « Enavied View || Duplicate || < || > | @ || = 


Sales, Purchase, Accounting Defaults 
Item Defaults 
No Company 


1 Unico Plastics Inc. @ Edit 


Add Row 


master: 


2.4 Sample Retention Warehouse_ 

This is the Warehouse where sample retentions are stored. To know more, visit this page. 

2.5 Default Valuation method_ 

FIFO - first in first out or moving average valuation for your items. The default method is FIFO. If you select Moving Average, new Items will 
be valuated on Moving Average. You can change this when creating new Items in the Item form. Once the Item is saved, the Valuation Method 
cannot be changed. Read more here. 

3. Limit Percent_ 

This is the percentage you are allowed to receive or deliver more against the quantity ordered. For example: If you have ordered 100 units, 
Supplier sends 120 units and the percentage is set to 10% then you are allowed to receive 110 units. By default, this is set to 0. 

4. Role Allowed to Over Deliver/Receive_ 

Users with this role are allowed to over deliver/receive against orders above the allowance percentage 

5. Show Barcode Field_ 

A field to enter Barcode details for an item. If unticked, the field won't be visible in the Item form. 

6. Convert Item Description to Clean HTML_ 

Usually, descriptions are copy-pasted from a website or Word/PDF file and they contain a lot of embedded styles. This messes up the Print 
view of your invoices or quotes. 

To fix this, you can check "Convert Item Description to Clean HTML" in Stock Settings. This will ensure that when you save the Items, their 
descriptions will be cleaned up. 

If you want to control your description, views, and allow any HTML to be embedded, you can uncheck this property. 


7. Auto insert_ 
B > Stock > Stock Settings Q Search or type a command (Ctrl + G) Gi Help» = PR 


Stock Settings 


Administrator created this 
Auto Insert Price List Rate If Missing Automatically Set Serial Nos Based on FIFO 


3 years ago 


Allow Negative Stock Set Qty in Transactions Based on Serial No Input 


7.1 Auto insert Price List rate if missing_ 

Enabling this will insert an Item Price to the Price List of an Item automatically when using the Item in its first transaction. This price is fetched 
from the ‘Rate’ set in the first transaction with the Item. The Price List depends on whether you're using a Purchase or Sales transaction. 
Note that, the Item Price will be automatically inserted only in the first transaction if not already present. 

If this is unticked, the ‘Standard Selling Rate’ set in the Item when creating the Item will be added as Item Price. 

7.2 Automatically Set Serial Nos based on FIFO_ 

Serial numbers for stock will be set automatically based on the Items entered based on first in first out. The Serial Numbers will be set 
automatically in transactions like Purchase/Sales Invoices, Delivery Notes, etc. 

8. Allow Negative Stock_ 


This will allow stock items to be displayed in negative values. Using this option depends on your use case. For example, the stock transaction 


sl i P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 795 - man.energy 800696 


~jyur 


entries are entered at the weekend or month-end. In this case, negative stock needs to be enabled so that you can continue with your 


purchase/sales transaction entries. 

Instead of enabling negative stock globally you can also enable it for specific items. 

9. Set Qty in Transactions based on Serial No Input_ 

The quantity of items will be set according to the serial numbers. For example, if the user has added serial nos like A001, A002, and A003 then 
the system will set the quantity as 3 in the transaction. 


10. Automatic Material Request_ 


B > Stock > Stock Settings Q Search or type a command (Ctrl + G) Gi Help» = PR 


Stock Settings 


Auto Material Request 
Raise Material Request When Stock Reaches Re-order Level 


Notify by Email on Creation of Automatic Material Request 


10.1 Raise Material Request when the stock reaches re-order level_ 

This option is useful if you want to ensure a constant supply of raw materials/products and avoid shortage. A Material Request will be raised 
automatically when stock reached the re-order level defined in the Item form. 

10.2 Notify by Email on the creation of automatic Material Request_ 

An email will be sent to notify the User with the role ‘Purchase Manager’ when an automatic Material Request is created. 

11. Inter Warehouse Transfer Settings | 


B > Stock > Sto 


Q Search or type a command (Ctrl + G) a Helpy PR 


Stock Settings ~ Noi soves 


Inter Warehouse Transfer Settings 
Allow Material Transfer from Delivery Note to Sales Invoice 


Allow Material Transfer from Purchase Receipt to Purchase Invoice 


11.1 Enable customer warehouse for material transfer from Delivery Note and Sales Invoice_ 

This option is useful when material transfer needs to be presented as a Delivery Note. For example, if there are statutory requirements where 
taxes are to be applied on each transfer of Material. It is easier to manage in a transaction like Delivery Note, than in the Stock Entry 

11.2 Enable supplier warehouse for material transfer from Purchase Receipt and Purchase Invoice_ 

Similar to above option this option is useful when material transfer needs to be presented as Purchase Receipt. 


To know more about inter warehouse material transfer via Delivery Note and Purchase Invoice please refer this article Material Transfer From 


Delivery Note 


12. Freeze Stock Entries_ 


The User will not be allowed to make stock postings beyond this date. 


Q Search or type a command (Ctrl + G) at Help» PR 


B > Stock > 


Stock Settings ~ Noi seves 


Control Historical Stock Transactions 


Role Allowed to Create/Edit Back-dated Transactions Stock Frozen Upto 


No stock transactions can be created or modified before this date 


k-dated transactions Freeze Stocks Older Than (Days) 


as blank, it allows all users to cre 


i?) 


transactions that are older than the mentioned days cannot be modified. 


e@ = Stock Frozen Upto: A threshold date till which stocks will be frozen. 
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e@ Freeze Stocks Older Than [Days]: Stocks older than x days will be frozen. This is calculated based on the creation date of the item. 


e Role Allowed to edit frozen stock: The role you choose here will be allowed to edit frozen stock. 


13. Batch identification. 


Global setting for batches of stocks to be identified by a Naming Series. You can override this in the Item DocType. 


ITEM VARIANTS 


An Item Variant is a version of an Item with different attributes like sizes or colors. 
Eg: Suppose t-shirt is an Item and it comes in different sizes and colors like small, medium, large and red, blue, green. In ERP the t-shirt will 
be considered as an Item template and each of the variations will be an Item Variant. 
A blue t-shirt in size sma//rather than just a t-shirt. Item variants let you treat the s/ma//, medium, and /arge versions of a t-shirt as variations 
of one Item ‘t-shirt’. 
Without Item variants, you would have to treat the sma//, medium and /arge versions of a t-shirt as three separate Items. 
1. Using Item Variants_ 
Variants can be based on two things: 
1. — Item Attributes 
2. Manufacturers 
Tip: Once an item template is created, when you update this template, all the variants are also updated accordingly. 
1.1 Creating the Item Variant Template_ 
1. To use Item Variants in ERP, create an Item and tick 'Has Variants’ under Variants. 
2. The Item then shall be referred to as a so-called ‘Template’. Such a Template is not identical to a regular ‘Item' any longer. For 
example, it (the Template) cannot be used directly in any transaction (Sales Order, Delivery Note, Purchase Invoice) itself. 
3. Only the Variants of the Item (/ve t-shirt in size sma//) can be practically used. Therefore it would be ideal to decide whether an 


item ‘Has Variants’ or not directly when creating it. 


EB > Stock > Item > T-shirt Q Search or type a command (Ctrl + G) Gi | Help» = PR 
T-shirt ~ template View? Create> Duplicate << >» B = 
Variants ~ 


Has Variants 
f this item has variants, then it cannot be selected in sales orders etc 
Variant Based On 


Item Attribute 


Attributes 
N Attribute Attribute Value 
1 Colour 2 Edit 
2 Size 2 Edit 
3 Sleeve Length 2 Edit 


Add Row 


4. On selecting 'Has Variants’ a table will appear. Specify the variant attributes for the Item in the table. In case the attribute has 


Numeric Values, you can specify the range and create intervals based on the increment values. 
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Editing Row #3 


Variant Of 


Attribute * 


Sleeve Length 


From Range 


0.000 


Increment 


6.000 


Creating multiple variants in ERP: 


Colour 

© red 

@ creen 
Blue 
Black 


| White 


Number. 


@ Shortcuts: ctri+uUp . 


Select Attribute Values 


1.3 Item Variants Based on Manufacturers_ 


. Esc 


Note: You cannot make Transactions against a ‘Template’. 

1.2 Creating the Item Variants Based on Item Attributes_ 
To create ‘Item Variants’ against a ‘Template’ click on ‘Create’. From there, choose whether to create a single variant or multiple. Single is 
simple where you create just one or more attributes and one Item will be created. When choosing multiple variants, tick the attributes and 


multiple items will be created. For example, if you choose Color: Red, Green and Size: Small, Medium, Large, 6 variants will be created. 


Select at least one value from each of the attributes. 


Size 

Extra Small 
@ smail 
@ medium 
@ Large 


_) Extra Large 


To learn more about setting attributes check out Item Attributes 


To setup variants based on Manufacturers, in your Item template, set "Variants Based On" as "Manufacturers" In this case, to create variants, 


click on Create > Make Variant. The system will prompt you to select a Manufacturer. You can also optionally put in a Manufacturer Part 


Insert Below Insert Above © Duplicate Move v 


To Range 


18.000 


Insert Below 


Sleeve Length 
0 


Gc 
12 
18 
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= Colour 


& Assigned To 


+ 


@ Attachments 


Attach File 


w Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag... 


O0-Q0 


"“Screwdriver-1". 


ITEM ATTRIBUTE 


FOLLOW 


4. Save. 


B > Stock > Item Attribute > Colour 


Manufacturer * 


Phillips 


Manufacturer Part Number 


SD6FG 


The naming of the variant will be based on the name (ID) of the template Item with a number suffix. e.g. "Screwdriver" will have variant 


2. Update Item Variants Based on Template_ 
Go to: Home > Stock > Items and Pricing > Item Variant Settings. The fields displayed here will be copied over to the variants as well. By 


default, all fields are shown, delete any rows you don't want to be updated from the item template to the variants. 


Item Attributes are characteristics given to Item Variants based on which Item Variants are created. 


Item Attributes can be color, size, length, etc. Multiple attributes like multiple colors can be defined. 


(_| Numeric Values 


Item Attribute Values 


No. 


1 


2 


3 


4 


5 


Add Row 


Attribute Value 


To access the Item Attribute list, go to: 

Home > Stock > Settings > Item Attribute 

1. How to create an Item Attribute_ 
1. Go to the Item Attribute list, click on New. 
2. Enter a name for the Attribute. 


3. Enter the attribute values in the table. 


The attribute values can be numeric or non-numeric. 


Q Search or type a command (Ctrl + G) ray Help» PR 


Abbreviation 


RED @ Edit 
GRE @ Edit 
BLU @ Edit 
BLA @ Edit 
WHI @ Edit 
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1.1 Non Numeric Attributes_ 


For Non Numeric Attributes, specify attributes values along with its abbreviation in the Attribute Values table. 


Editing Row #1 Insert Below InsertAbove Duplicate Move v 


Attribute Value * 


Red 


Abbreviation * 
RED 


This will be appended to the Item Code of the variant. For example, if your 
abbreviation is "SM", and the item code is "T-SHIRT", the item code of the 
variant will be "T-SHIRT-SM" 


©@ Shortcuts: ctr+Up . Ctrl+Down . ESC. Insert Below 


1.2 Numeric Attributes_ 
If your attribute is Numeric, select Numeric Values. Specify the Range and the Increment Value. In the following example the pipe length is of 


range 0.25 to 3.0 and the range is 0.25 so the variants will be 0.25, 0.5, 0.75...3.0. 


B > Stock > Item Attribute > Cable tie length Q Search or type a command (Ctrl + G) QO Help» = PR 


= Cable tie length < JL > JLo [save | 


2 Assigned To 
@ Numeric Values 
+ 


@ Attachments 


From R s 
Attach File + remRange ro Range 
2.000 5.000 
vw Reviews 
"a Increment 
1.000 


& Shared With 


ITEM PRICE 


Item Price is the record in which you can log the selling and buying rate of an item. 
1. How to create Item Price_ 
1. There are two ways to reach a new Item Price form: 
Selling/Buying/Stock > Items and Pricing > Item Price > New. 
Or 
Stock > Item > Click on "+" next to Item Price. 
2. Select the Item. The name, UoM and description will be fetched. 
3. Select the Price List whether Selling/Buying price or any other price list you may have created. 


4. — Enter the actual rate in the Rate field. 
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B > Stock > ItemPrice > baff822f29 Q Search or type a command (Ctrl + G) Go Help~ = PR 
Ballpoint pen plastic «> @& ~ Bg 
& Assigned To 
Item Code * Item Name 
+ 
Ballpoint pen plastic Ballpoint pen plastic 
Attachments 
UOM Brand 
Attach File + 
Nos 
vw Reviews 
Packing Unit Item Description 
+ 
te) Ballpoint pen plastic 
} Shared With antity that must be bought or sold per UOM 
+ 
® Tags 
, ; Price List 
Price List * Buying 
Standard Selling © selling 
0 i) FOLLOW 


Customer 


You edited ¢ 


5. Save, ‘yeerag 


1.1 Selecting the Price List_ 

You can create multiple Price Lists for one Item in ERP to track Selling and Buying Price of an Item separately. Also if the Item's selling prices 
change based on Territory or due to other criteria, you can create multiple Selling Price Lists for it. 

On selection of Price List, its currency and applicability whether for selling/buying or both will be fetched as well. To have Item Price fetching 
in the sales or purchase transaction, you should have 'Price List’ selected in the transaction under Currency and Price List. 

To check all Item Prices together, go to: 

Stock > Stock Reports > Item Price Stock 

Visit the Price Lists page to know more. 

2. Features_ 

2.1 Unit of Measurement (UOM)_ 

User can add UOM specific item prices if one item is sold in differnt UOMs. For Eg: Lets say an item Rice is sold in 1 KG and 500 grams packet 
then users can mention the UOM in the item prices and based on the UOM selected in the transaction Item Prcie will be applied 

2.2 Packing Unit_ 

This is the quantity that must be bought or sold per unit of measure. For example, if Packing Unit is two, and UOM is one, two items in quantity 
will be transacted. The default is 0, you can use non-integer UoM like 1.5Kg Oats for 1 Packing Unit. If you leave it as 0, it'll not affect any 
transaction. 

2.3 Minimum quantity_ 

This is the minimum quantity of items to be transacted for this price to be applicable and updated in the Item Price list. 

2.4 Applying Price List to a specific Customer/Supplier_ 

If you select a Selling Price list, a customer field will appear where you can assign this Item Price to a specific customer. Likewise, if you select 
a Buying Price List, a Supplier field will appear where you can select a specific Supplier 

2.5 Applying Price List to a specific Batch_ 

You can also link a specific batch to an Item Price and on the selection of that batch in the transaction, the item price for that specific batch 
will be applied. 

2.6 Validity 

There are two fields here—'Valid From’ and ‘Valid Upto’. Valid from is set to the date you created the Item Price, you can also set the Valid 
Upto date on which the Item Price will expire. 

2.7 Lead Time in days_ 

The approximate number of days it takes the product to reach the warehouse. You can set different Item Prices based on how much time the 
same product will reach you from different vendors. 


2.8 Note_ 
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ITEM 


Home 


This 


like: 


° 


° 


° 


° 


° 


° 


° 


1; 


You can add any note about the Item Price in this field. 


GROUP 


An Item Group is a way to classify items based on types. 


you can categorize it under an Item Group called Trading. 


To access the Item Group list, go to: 


> Stock > Items and Pricing > Item Group 


is what the 


B > Stock 


Item Group Tree 


6 Allltem Groups 
© By-product 


© Consumable 


° 


Drug 


© Fertilizer 


° 


Grade 2 plastics 


° 


Laboratory 
© Produce 
© Products 
© Raw Material 
© Seed 

© Services 


© Sub Assemblies 


1. How to create an Item Group_ 


Item Group Tree 


6 All Item Groups 


By-product 

Consumable 

Drug 

Fertilizer 

Grade 2 plastics 

Laboratory rk 


Produce 


© Products 


Raw Material 


Seed 


Services 


Sub Assemblies 


1.2 Delete an Item Group_ 


Select the Item Group you want to delete. 


Depending on the type of product, you can categorize an item under its respective field. If the product is service-oriented, assign it under the 


Item Group - service. If the product is used as a raw-material, assign it under the Raw Material category. In case, an item is used only in trading, 


1. Go to the Item Group list, click on New. 
2. Select a group node under which you wish to create the Item Group, the default root is ‘All Item Groups’. 
3. Select ‘Add Child’ or click on the New button. 
4. To make this child a category/group node, tick on Group Node. 
5. — Click on Create New. 
Ey > stock 


Item Group tree looks 


Q Search or type a command (Ctrl + G) fi Helpw = PR 


Expand All 


Q Search or type a command (Ctrl + G) a Help ~ PR 


Expand All + 
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2. Select ‘Delete’. 
3. Click on Yes. 

2. Features _ 

To see the following options, click on an Item Group, click on Edit. 

2.1 Parent Item Group_ 

You can change the parent Item Group of an item by choosing another one under General Settings. 

2.2 Defaults_ 
e@ Default Price List: A default price list that'll determine the Item Prices for this Item Group. 
e@ Default Warehouse: Default Warehouse set in transactions for the items that belong to this group. 
e —_— Default Buying/Selling Cost Center: The default Buying/Selling Cost Center to which items in this group will be billed against. 
e Default Expense/Income Account: The default accounts for items that belong to this group. 


e@ Default Supplier: On setting a Supplier here, this supplier will be chosen in purchase transactions by default for items in this group. 


2.3 Item Tax_ 
A default item tax template will be applied to all items belonging to this group. Similarly a Tax Category can also be selected, visit Quotation to 
know more about Tax Categories. 
2.4 Website Settings. 
e Show in Website: Items belonging to this group will be shown on your website under the Item Group. 
@  Weightage: This is the weight for the Item Groups themselves, item groups with higher weights will be shown first. 
e Slideshow: A slideshow for the Item Group, just like in an Item. Visit the Homepage page in Website module to know more. 
e@ Description: This will appear on the Item Group page. 


e Website Specifications: Label and its description for an item group. 


UNIT OF MEASURE (UOM) 


A UOM is a unit using which an Item is measured. 

By default, there are many UoMs created in ERP. However, more can be added depending on your business use case. In the UoM there is an 
option 'Must be Whole Number’. If this is checked, you cannot use fraction numbers in this UoM. To know more about fractions and UoMs, 
check out this page. 

The UoM list by itself only stores the name. The actual conversion rates are stored in a document called 'UoM Conversion Factor’. If you add 
new UoMs and plan to use it in transactions where it'll be converted to other UoMs, it is advised that you add it to this list. 


For example, here 1 Kg is approximately 2.2 Pounds and the exact conversion factor is stored: 
B > UOM Conversion Factor >» MAT-UOM-CNV-00069 Q Search or type a command (Ctrl + G) Q Help» = PR 


MAT-UOM-CNV-00069 «> 6 


2. Assigned To 


Category * 
+ 


Mass 


@ Attachments 


Attach File + 


ty Reviews 


Pound 


Value * 


id a tag 2.204623000 
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MANUFACTURER 


A manufacturer created or produces an Item. 
A Manufacturer may not be the same person/company that sells the Item under a specific Brand. For example, Unico Plastics can be the 
Manufacturer of plastic brushes but it may be sold under a Brand, say, Super Brushes. 
In ERP, a Manufacturer can be used to identify Items using a specific part number. 
To access the Manufacturer list, go to: 
Home > Stock > Manufacturer 
1. How to Create a Manufacturer_ 
1. Goto the Manufacturer list and click on New. 


2. Enter a Manufacturer name and enter a description if needed. 


3. Save. 
B > Stock > Manufacturer > Dev fasteners Q Search or type a command (Ctrl + G) Gi Help» = PR 
Dev fasteners <}l>||@ 
& Assigned To 
Full Name 
+ 
Devendra Fasteners 
@ Attachments 
Website 
Attach File + 
vw Reviews 
Country 
+ 
United States 
} Shared With 
Logo 
+ 
Attach 
® Tags 
After creating a Manufacturer, it can be set in the Item form with a Manufacturer Part Number _ for 
B > Stock > Item > 5x1 screw Q Search or type a command (Ctrl + G) Gi Help» = PR 
5x1 screw « Enabled View> Duplicate < > B 


Manufacturing ~ 


Supply Raw Materials for Purchase Default Item Manufacturer 


scontracted to a ve 
if subcont Jor Dev fasteners 


Default Manufacturer Part No 


SCR5SX1-2 
identification. 
1.1 Additional details_ 


The following details can be set for a Manufacturer: 


e ~=6Website 

@ = Country 

e Logo 
2. Features_ 


2.1 Address and Contacts_ 


An Address and Contact can be set for this Manufacturer. 


MATERIAL REQUEST 


A Material Request is a simple document identifying a requirement of a set of Items (products or services) for a particular reason. 


A Material Request can have the following purposes: 
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Purchase: If the material being requested is to be purchased. 

Material Transfer: If the material being requested is to be shifted from one Warehouse to another. 
Material Issue: If the material being requested is to be Issued for some purpose like manufacturing. 
Manufacture: If the material being requested is to be produced. 


Customer Provided: If the material being requested is to be provided by Customer. To know more about this, visit the Customer 


Provided Item page. 


For Purchase 
Purchase Order 


| Production Plan 


Supplier Quotation 


t 


For Purchase 


Request for Quotation 


| Material Request 


Stock Entry 
/ 
Work Order 
S 
To access the Material Request list, go to: 
Home > Stock > Stock Transactions > Material Request 
1. How to create a Material Request_ 
1. Goto the Material Request list, click on New. 
2. — Enter the required by date. 
3. Select from one of the purposes as listed above. 
4. You can fetch Items from a BOM, Sales Order, or Product Bundle. 
B > Stock > Material Request > new-material-request-1 Q Search or type a command (Ctrl + G) Gi Help» = PR 
= New Material Request ~ No: saves Get Items From 2 | save] 
Bill of Materials 
Series * Transaction Date * Sales Order 
MAT-MR-.YYYY.~ - 21-04-2021 
Product Bundle 
Purpose * Required By 
Purchase = 21-04-2021 
Company * 
Unico Plastics Inc. 
5. Select the Item and set the quantity. 
6. Select the Warehouse for which Items are required. 
7. You can change the Required By date for individual Items in this table. 
8. Save and Submit. 


1.1 Alternate ways of creating a Material Request_ 


A Material Request can be generated automatically: 


If your Items are inventory items, you must also mention the Warehouse where you expect these Items to be delivered. This helps to keep 


track of the Projected Quantity for this Item. 


Sales Order 


For Transfer 


From a Sales Order. While creating MR, user can choose to ignore or include Projected Quantity. Accordingly, Sales Order Items 


are fetched to MR. 


When the Projected Quantity of an Item in Stores (Warehouses) reaches a particular level. 


From your a Production Plan to plan your manufacturing activities. 
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Info: Material Request is not mandatory. It is ideal if you have centralized buying so that you can collect this information from various 


departments. 
1.2 Statuses" 
These are the statuses a Material Request can be in: 
e Draft: A draft is saved but yet to be submitted to the system. 
@ Submitted: Document is submitted to the system. 
e Stopped: If no more materials are needed the Material Request can be stopped. 
@ Canceled: The materials are not needed at all and the request is canceled. 
@ Pending: The Purchase/Manufacture is pending to complete the Material Request. 
e@ Partially Ordered: Purchase Orders for some Items from the Material Request are made and some are pending. 
@ = Ordered: All Items in the Material Request are ordered via Purchase Orders. 
e@ Issued: The materials are issued using a Material Issue Stock Entry. 
e Transferred: The required materials are transferred from one Warehouse to another using a Stock Entry. 
e@ Received: The materials were ordered and have been received at your Warehouse using a Purchase Receipt. 
2. Features_ 
2.1 Items table_ 
e@ Barcode: You can track Items using barcodes. 
e@ The Item Code, name, description, Image, and Manufacturer will be fetched from the Item master. 
e@ Scan Barcode: You can add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read documentation 


for tracking items using barcode to know more. 


e —=The UoM, Conversion Factor, and Amount will be fetched. You change the Warehouse for which the material is being requested. 
e Accounting details like Expense Account and Accounting Dimensions can be set for the Items. 
e Page Break will create a page break just before this item when printing. 
2.2 Setting Warehouses_ 
e@ Set Warehouse: Optionally, you can set the Warehouse where the requested Items will arrive. This will be fetched into the ‘For 
Warehouse’ fields in the Item table rows. 
2.3 More Information_ 
In the ‘Requested For' field, you can set a Reference from where Material Request was generated. 
2.4 Printing Details_ 
Letterhead_ 


You can print your Material Request on your company's letterhead. Read Letter head documentation to learn more. 


Print Headings 

Purchase Receipt headings can also be changed when printing the document. You can do this by selecting a Print Heading. To create new 
Print Headings go to: Home > Settings > Printing > Print Heading. Know more here. 

2.5 Terms and Conditions_ 

In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 
Customer. You can apply the Terms and Conditions to transactions to transactions and they will appear when printing the document. To know 
about Terms and Conditions, click here 

2.6 After Submitting 

You can create the following documents: 


e ~—- Request For Quotation 


e Purchase Order 


e Supplier Quotation 
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B > Stock > Material Request >» MAT-MR-2 Q Search or type a command (Ctrl + G) Ci Help» = PR 
Purchase Request for Melting Pot 12ft  - ecnsing Stop << >» @ = Cancel 
Purchase Order 
&. Assigned To 


Connections ~ 


Request for Quotation 


+ 


@ Attachments Reterence pick Supplier Quotation 
Request for Quotation + Stock Entry 
Attach File + 2 ss 
Supplier Quotation + Purchase Receipt 
dy Reviews 
Purchase Order + Pick List 


+ 


2.7 Automatically generate Material Requests_ 
Material Requests can be generated automatically by enabling the setting in Stock Settings and setting the level in the Item form. When the 


stock level dips below a certain quantity, setting a reorder will automatically create material requests for the Item. 


PURCHASE RECEIPT 


Purchase Receipts are made when you accept Items from your Supplier usually against a Purchase Order. 

You can also accept Purchase Receipts directly without the need for a Purchase Order. To do this, set Purchase Order Required as “No” in 
Buying Settings. 

To access the Purchase Receipt list, go to: 


Home > Stock > Stock Transactions > Purchase Receipt 


Purchase Receipt 


Purchase Invoice ae Payment Entry 


Material Request —, Purchase Order 


Payment Entry 


f . 
Request for Quotation (Advance) 


Supplier Quotation 


1. Prerequisites" 
Before creating and using a Purchase Receipt, it is advised that you create the following first: 
e@ Purchase Order 
Note: From version-13 onwards we have introduced immutable ledger which changes the rules for cancellation of stock entries and posting 
backdated stock transactions in ERP. Learn more here. 
2. How to create a Purchase Receipt_ 
A Purchase Receipt is usually created from a Purchase Order. In the Purchase Order, click on Create > Purchase Receipt. 
To create a Purchase Receipt manually (not recommended), follow these steps: 
1. Goto the Purchase Receipt list, click on New. 
2. The Supplier name and the Items can be fetched from the Purchase Order by clicking on ‘Get Items from > Purchase Order’. 
3. You can set the Accepted Warehouse for all items in this Purchase Receipt. This is fetched if set in Purchase Order. 
4. Incase any Items are defective, set the Rejected Warehouse where those Items will be stored. 
2) 


Select the Item and enter the quantity in the Items table. 
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6. The rate will be fetched and the amount will be calculated automatically. 
7. You can expand the item row to change the Accepted Warehouse for an Item. 


8. Save and submit. 


B > Stock > Purchase Receipt >» MAT-PRE-2021-00003 Q Search or type a command (Ctrl + G) Q | Helpy PR 
NS Foundries - pratt GetitemsFrom: <> | B= 
Accepted Warehouse Raw Materials Consumed 
Stores - UP No 
Sets ‘Accepted Warehouse’ in each row of the items table. 
Rejected Warehouse 
Rejected Items - UP 
ts ‘Rejected Ware ise’ in each row of the items table. 
Items 
N item Code Accepted Quantity Rate Accepted Warehouse 
1 Melting pot 30L 3 $1,155.00 Stores - UP 2 Edit 
Add Multiple Add Row Download Upload 


You can also add a ‘Supplier Delivery Note’ to the Purchase Receipt if your Supplier has added some notes. Using the ‘Edit Posting Date and 
Time’ checkbox you can edit the posting time and date of the Purchase Receipt. By default, the date and time are set when you click on the 
New button. 
Is Return: Tick this checkbox if you're returning Items that were not accepted to your Warehouse. 
2.1 Statuses_ 
These are the statuses a Purchase Receipt can be in: 

e Draft: A draft is saved but yet to be submitted to the system. 

e = To Bill: Yet to be billed using a Purchase Invoice. 

@ Completed: Submitted and received all the Items. 

e Return Issued: All the Items have been returned. 

e@ = Cancelled: Cancelled the Purchase Receipt. 

@ Closed: The purpose of the Close is to manage short-closing. For example, you ordered 20 qty, but closing at 15 qty. The remaining 

5 is not to be received or billed. 

3. Features_ 
3.1 Currency and Price List_ 
The currency of the Purchase Receipt is shown in this section, it is fetched from the Purchase Order. The item prices will be fetched from the 
set Price list. Ticking on Ignore Pricing Rule will ignore the Pricing Rules set in Accounts > Pricing Rule. 
Since the incoming Item affects the value of your inventory, it is important to convert it into your base currency if you have ordered in another 
Currency. You will need to update the Currency Conversion Rate if applicable. 


Read about Price Lists and Multi-Currency Transactions to know more. 


3.2 Warehouse details" 
The following Warehouses set will apply to all Items in the Items table of the Purchase Receipt. You can change the Warehouses for individual 
Items via the table. 
e Accepted Warehouse: This is the Warehouse in which you'll accept and store the incoming Items. Usually, this is the ‘Stores’ 
Warehouse. 
e@ Rejected Warehouse: This is the Warehouse in which you'll keep the rejected Items which were either defective or not up to the 
quality mark. 
Subcontracting_ 


@ Raw Materials Consumed: In case you're subcontracting, select 'Yes' to consume the Raw Materials from the vendor. 
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Read Subcontracting to know more. 
3.3 Items table 
e@ Barcode: You can track Items using barcodes. 
e@ Scan Barcode: You can add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read documentation 


for tracking items using barcode to know more. 


e@ = The Item Code, name, description, Image, and Manufacturer will be fetched from the Item master. 
e@ Received and Accepted: Set the received, accepted and rejected quantity. The UoM is fetched from the Item master. You will need 


to update the “UOM Conversion Factor” if your Purchase Order for an Item is in a different Unit of Measure (UOM) than what 


you stock (Stock UOM). 


Editing Row #1 Insert Below InsertAbove 9) Duplicate Move v 


Item Code * Item Name * 


Melting pot 30L Melting pot 30L 


Description v 


Received and Accepted 
Received Quantity * UoM * 


3.000 Nos 


Accepted Quantity Stock UOM * 


2.000 Nos 


Rejected Quantity Conversion Factor * 


1.000 1.000 


Retain Sample 


e@ Rate: The Rate is fetched if set in the Price List and the total Amount is calculated. 
e@ Item Tax Template: You can set an Item Tax Template to apply a specific Tax amount to this particular Item. To know more, visit this 
page. 
e = - The Item Weight details per unit and Weight UOM are fetched if set in the Item master. 
@ Warehouse and Reference: You can set the accepted and rejected Warehouses and also add a Quality Inspection, see next section. 
e Serial No, Batch No, and BOM: If your Item is serialized or batched, you will have to enter Serial Number and Batch in the Items 
table. You are allowed to enter multiple Serial Numbers in one row (each on a separate line) and you must enter the same number 
of Serial Numbers as the quantity. 
There are separate fields for entering Serial Numbers of both accepted and rejected Items here. A Batch Number can also be set if you're 
storing a batch of plastic medicines for example. 
Ticking on ‘Allow Zero Valuation Rate’ will allow submitting the Purchase Receipt even if the Valuation Rate of the Item is 0. This can be a 
sample item or due to a mutual understanding with your Supplier. 
e@ ~=You can link a BOM here if the Item is being subcontracted. Linking the BOM here will affect the Stock ledger, i.e. the raw material 
stock will be deducted from the Supplier Warehouse. 
Note: The Item has to be serialized or batched for these features to work. If the Item is serialized a popup will appear where you can enter 
the Serial Numbers. 
e Accounting Dimensions help to tag each transaction with different Dimensions without the need for creating new Cost Centers. You 
need to create Accounting Dimensions first, to know more, visit this page. 
e Page Break will create a page break just before this item when printing. 
3.4 Tracking Quality Inspection_ 


If for certain Items, it is mandatory to record Quality Inspections (if you have set it in your Item master), you will need to update the “Quality 
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Inspection" field. The system will only allow you to “Submit” the Purchase Receipt if you update the “Quality Inspection” . 
After enabling Inspection Criteria in the ltem form for Purchase and attaching a Quality Inspection Template there, Quality Inspections can be 
recorded in Purchase Receipts. 


To know more, visit the Quality Inspection page. 


Settingsy Helpy @ ® | 29+ | 


8&<> 


B Stock Quality Inspection Q 


Cancel 


MAT-QA-2019-O0006 ° submittea 


Menu + 


ity Inspectio 


Shaving Brush Inspection 


3 


Parameter Acceptance Criteria Readi... Readi. Readi Status 


1. Check for cracks No cracks Accepted 


2 ‘Bristle seperation Bristles are well sep... Accepted 


3.5 Raw Materials Consumed_ 
e The Consumed Items table contains the Raw Materials consumed by the Supplier in order to receive the Finished Item. 


e = The Get Current Stock button will fetch the current stock of the Consumed Items from the Supplier Warehouse. 


B > Stock > Purchase Receipt » MAT-PRE-2021-00014 Q Search or type a command (Ctrl + G) QO Helpy PR 
= RK chemicals - ovat GetItemsFrom? <)> Gm 
Raw Materials Consumed ~ 
Get Current Stock 
Consumed Items 
No Item Code Description Raw Material Item Co Required Qty Current Stock 
1 Plastic cane small Raw plastic crystals Raw plastic crystals 4 0 edit 


Add Row 


3.6 Taxes and Valuation_ 
The Taxes and Charges will be fetched from the Purchase Order. 


Visit the Purchase Taxes and Charges Template page to know more about taxes. 


The total taxes and charges will be displayed below the table. 

To add taxes automatically via a Tax Category, visit this page. 

Make sure to mark all your taxes in the Taxes and Charges table correctly for an accurate valuation. 

Shipping Rule_ 

A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 
the Shipping Rule page. 

3.7 Additional Discount_ 

Any additional discounts to the whole order can be set in this section. Read Applying Discount for more details. 

3.8 More Information_ 

The Status of the Purchase Receipt is shown here and at the top. The various statuses are: Draft, To Bill, Completed, Canceled, and Closed. 
This section also shows % Amount Billed, i.e. the percentage of amount for which Sales Invoices are created. 

3.9 Printing Settings 

Letterhead_ 

You can print your Purchase Receipt on your company's letterhead. Know more here. 

‘Group same items’ will group the same items added multiple times in the items table. This can be seen when your print. 


Print Headings 
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Purchase Receipt headings can also be changed when printing the document. You can do this by selecting a Print Heading. To create new 


Print Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
3.10 After Submitting 


A Stock Ledger Entry is created for each Item adding the Item in the Warehouse by the “Accepted Quantity” If you have rejections, a Stock 
Ledger Entry is made for each Rejection. The “Pending Quantity” is updated in the Purchase Order. 
After submitting the Purchase Receipt, the following can be created: 

e@ Purchase Return 

e@ = Stock Entry 


e Purchase Invoice 


e Retaining Sample Stock 


B > Stock > Purchase Receipt » MAT-PRE-2021-00004 Q Search or type a command (Ctrl + G) Q | Help» = PR 
Mark welders - tes View > Status > <}i}> | Sl] = Cancel 
Purchase Return 
>. Assigned To 
+ Connections ~ Make Stock Entry 
“ Related Reference Retur purchase Invoice 
@ Attachments 
Purchase Invoice + Purchase Order Pure 
Attach File + Retention Stock Entry 
Landed Cost Voucher = + Quality Inspection 
vy Reviews Subscription 
Asset + Project 
+ 
& Shared With Subscription 
+ Auto Repeat + 
® Tags 
Add a tag 
Supplier * Date * 
Mark welders 04-21-2021 


3.11 Returning a Purchase Order_ 

Once you've received a Purchase Order using a Purchase Receipt, you can create a return entry in case the Item needs to be returned to 
the Supplier. To know more, visit the Purchase Return page. 

3.12 Skipping Purchase Receipt_ 


If you don't want to create a Purchase Receipt after a Purchase Order and directly want to create a Purchase Invoice, enable the feature for it 


in Buying Settings. 


Changing the value of Items post Purchase Receipt:_ 
Sometimes, certain expenses that add to the total of your purchased Items are known only after a while. Common example is, if you are 
importing the Items, you will come to know of Customs Duty, etc only when your “Clearing Agent” sends you a bill. If you want to attribute 


this cost to your purchased Items, you will have to use the Landed Cost Voucher. Why “Landed Cost” ? Because it represents the charges 


that you paid when it landed in your possession. 


DELIVERY NOTE 


A Delivery Note is made when a shipment is shipped from the company’ s Warehouse to the customer. 

A copy of the Delivery Note is usually sent with the transporter. The Delivery Note contains the list of Items that are sent in the shipment and 
updates the inventory. The Delivery Note is an optional step and a Sales Invoice can be created directly from a Sales Order. 

To access the Delivery Note list, go to: 


Home > Stock > Stock Transactions > Delivery Note 
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Lead 
. Payment Entry 
ie) tunit: 
Ppportumy (Advance) 
Delivery Note 
Quotation —_ Sales Order 


Sales Invoice be Payment Entry 


1. Prerequisites" 
Before creating and using a Delivery Note, it is advised that you create the following first: 
e Sales Order 
Note: From version-13 onwards we have introduced immutable ledger which changes the rules for cancellation of stock entries and posting 
backdated stock transactions in ERP. Learn more here. 
2. How to create a Delivery Note_ 
The entry of the Delivery Note is very similar to a Purchase Receipt. It is usually created froma “Submitted” Sales Order (that is not shipped) 
by clicking on Create > Delivery. 
To create a Delivery Note manually (not recommended), follow these steps: 
1. Go to the Delivery Note list, click on New. 
2. The Customer and Item details can be fetched by clicking on ‘Get Items from > Sales Order’. 
3. The UOM and Rates will be fetched automatically. 
4 


Save and Submit. 


B > Stock > Delivery Note >» MAT-DN-2021-00001 Q Search or type a command (Ctrl + G) Qi Help» = PR 


= Archie - wos View > Status ¢ < > @ Cancel 


& Assigned To 


m Connections ~ 


@ Attachments 


Attach File + Delivery To 
vy Reviews Customer * Date * 
+ Archie 04-21-2021 
& Shared With Posting Time * 
+ 05:16:37 
America/Los_Angeles 
® Tags 


Is Return 


To fetch Items from a Sales Order, click on Get Items from > Sales Order. This will open a popup from where you can search for Sales Orders 
and select one. 
You will notice that all the information about unshipped Items and other details are carried over from your Sales Order if you create the 
Delivery Note from there. 
You can also edit the posting date and time, the current date and time are set when you create the Delivery Note. 
2.1 Statuses_ 
These are the statuses a Delivery Note can be in: 
e — Draft: A draft is saved but yet to be submitted to the system. 


e = To Bill: Yet to be billed using a Sales Invoice. 
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e Completed: Submitted and sent all the Items. 
e Return Issued: All the Items have been returned. 
e@ Cancelled: Cancelled the Delivery Note. 
e@ Closed: The purpose of the Close is to manage short-closing. For example, your Customer ordered for 20 qty but closed at 15 qty. 
The remaining 5 is not to be sent or billed. 
2.2 Partial Deliveries _ 
When you create a Delivery Note from a Sales Order, the quantities can be changed. So if the Sales Order contains 10 Items to be delivered 
and you're delivering only 5 this week and the remaining next week, then you can create 2 Delivery Notes in two weeks. 
2.3 From Pick List_ 


You can create Delivery Notes in bulk, from Pick Lists also. From a submitted Pick List, click on Create -> Delivery Note. 


B > Stock > Pick List > 00016 Q Search or type a command (Ctrl + G) ra Help » A 
000167 - submitted Update Current Stock Create> << > & = Cancel 
Delivery Note 


Connections ~ 


Attachments Stock Entry 


Attach File + Delivery Note If 


ty Reviews 


This would create separate Delivery Notes for Sales Orders, grouped by Customer. If a Pick List Item is not linked to a Sales Order(added 
manually by user), a separate DN would be created for all those items as well. 
3. Related Actions" 
3.1 Customer Purchase Order Details_ 
You can enter the Customer's Purchase Order number here for Reference. 
3.2 Address and Contact_ 
e@ Shipping Address: The Customer's address where the Items will be shipped. 
e Contact Person: If the Customer is an organization, add the Contact person in this field. 
For UAE, the following details can be added for GST: 
@ — Customer GSTIN 
e Place of Supply 
e Billing Address GSTIN 
@ Company GSTIN 
@ Company Address Name 


Contacts and Addresses are stored separately so that you can attach multiple Contacts or Addresses to the customer. 


3.3 Currency and Price List_ 
You can set the currency in which the Deliver Note is to be sent. This is usually fetched if set in the Sales Order. If you set a Pricing List, then 
the item prices will be fetched from that list. Ticking on Ignore Pricing Rule will ignore the Pricing Rules set in Accounts > Pricing Rule. 


Read about Price Lists and Multi-Currency Transactions to know more. 


3.4 Warehouses_ 
e@ Set Source Warehouse: This is where the Items will be sourced from to send to the Customer. 
@ To Warehouse: In a regular Sales scenario, the Item exits your Warehouse and reaches the Customer. However, if you wish to retain 
sample stock, enter a Warehouse here. 
3.5 Items Table_ 
e@ Barcode: You can track Items using barcodes. 
e@ The Item Code, name, description, Image, and Manufacturer will be fetched from the Item master. 


e@ Scan Barcode: You can add Items in the Items table by scanning their barcodes if you have a barcode scanner. Read documentation 
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@ Discount and Margin: You can apply a discount on individual Items percentage-wise or the total amount of the Item. 


for tracking items using barcode to know more. 


Read Applying Discount for more details. 

e@ Rate: The Rate is fetched if set in the Price List and the total Amount is calculated. 

e@ Item Tax Template: You can set an Item Tax Template to apply a specific Tax amount to this particular Item. To know more, visit this 
page. 

e = - The Item Weight details per unit and Weight UOM are fetched if set in the Item master. 

e@ Warehouse and Reference: The Warehouse from which the Items are sent to the Customer is shown. Also, a Sales Order will be 
shown if this Delivery Note was the creation flow: ‘Sales Order > Deliver Note’. 


e@ Batch No and Serial No: If your Item is serialized or batched, you will have to enter Serial Number and Batch in the Items table. 


You are allowed to enter multiple Serial Numbers in one row (each on a separate line) and you must enter the same number of 
Serial Numbers as the quantity. 
The ‘Available Qty at From Warehouse’, ‘Available Batch Qty at From Warehouse’, and ‘Installed Qty’ will be shown. To know more about 
installation, visit the Installation Note page. 
Note: The Item has to be serialized or batched for these features to work. If the Item is serialized a popup will appear where you can enter 
the Serial Numbers. 
e Expense Account is the account from which the amount will be debited. Ticking on ‘Allow Zero Valuation Rate’ will allow submitting 
the Delivery Note even if the Valuation Rate of the Item is 0. This can be a sample item or due to a mutual understanding with your 
Supplier. 
e Accounting Dimensions help to tag each transaction with different Dimensions without the need for creating new Cost Centers. You 
need to create Accounting Dimensions first, to know more, visit this page. 
e@ Page Break will create a page break just before this Item when printing. 
3.6 Tracking Quality Inspection_ 
If for certain Items, it is mandatory to record Quality Inspections (if you have set it in your Item master), you will need to update the “Quality 
Inspection" field. The system will only allow you to “Submit” the Delivery Note if you update the “Quality Inspection” . 
After enabling Inspection Criteria in the Item form for Sales and attaching a Quality Inspection Template there, Quality Inspections can be 
recorded in Delivery Notes. 
3.7 Taxes and Charges_ 
The Taxes and Charges will be fetched from the Sales Order. 


Visit the Sales Taxes and Charges Template page to know more about taxes. 


The total taxes and charges will be displayed below the table. 

To add taxes automatically via a Tax Category, visit this page. 

Make sure to mark all your taxes in the Taxes and Charges table correctly for an accurate valuation. 

Shipping Rule_ 

A Shipping Rule helps set the cost of shipping an Item. The cost will usually increase with the distance of shipping. To know more, visit 
the Shipping Rule page. 

3.8 Additional Discount_ 

Any additional discounts to the whole order can be set in this section. This discount could be based on the Grand Total i.e., post tax/charges 
or Net total i.e., pre tax/charges. The additional discount can be applied as a percentage or an amount. Read Applying Discount for more 
details. 

3.9 Terms and Conditions_ 

In Sales/Purchase transactions there might be certain Terms and Conditions based on which the Supplier provides goods or services to the 
Customer. You can apply the Terms and Conditions to transactions to transactions and they will appear when printing the document. To know 


about Terms and Conditions, click here 
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If you outsource transporting Items to their delivery location, the transporter details can be added. This is not the same as drop shipping. 


3.10 Transporter Information_ 


e@ Transporter: The Supplier who will transport the Item to your Customer. The transporter feature should be enabled in the Supplier 


master to select the Supplier here. 


e@ Driver: You can add a Driver here who will drive the mode of transport. 


B > Stock > Delivery Note >» MAT-DN-2 


Q Search or type a command (Ctrl + G) fis Helpw~ = PR 


Archie. - return View: Status: << >» G Cancel 


Transporter Info «~ 


Transporter Transporter Name 
Fast Transport Ltd. Fast Transport Ltd. 

GST Transporter ID Mode of Transport 
5051 Road 

Driver Driver Name 
HR-DRI-2019-00001 Mamu 

Transport Receipt No Transport Receipt Date 
1234 27-08-2019 

Vehicle No GST Vehicle Type 
MH-00 Regular 


Distance (in km) 


30 


The following details can be recorded: 

e — Distance in km 

@ = Mode of Transport whether road, air, rail, or ship. 
For UAE, GST: 

@ — GST Transporter ID 

e =: Transport Receipt No 

e@ Vehicle No The GST Vehicle Type can be changed 
The Transport Receipt Date and Driver Name will be fetched. 
3.11 More Information_ 


The Delivery Note can be linked to the following for tracking purposes: 


e Project 
e Campaign 
e = Source 


3.11 Printing Settings. 

Letterhead_ 

You can print your Delivery Note on your company's letterhead. Know more here. 

‘Group same items’ will group the same items added multiple times in the Items table. This can be seen when your print. 

Print Headings 

Purchase Receipt headings can also be changed when printing the document. You can do this by selecting a Print Heading. To create new 
Print Headings go to: Home > Settings > Printing > Print Heading. Know more here. 

There are additional checkboxes for printing the Delivery Note without the amount, this might be useful when the Item is of high value. You 
can also group the same Items in one row when printing. 

3.12 Status_ 

The status of the document and installation percentage is shown here. Any additional instructions for delivery can be entered here. 


3.13 Commission_ 
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If the sale took place via one of your Sales Partners, you can add their commission details here. This is usually fetched from the Sales Order. 


3.14 Sales Team_ 
Sales Persons: ERP allows you to add multiple Sales Persons who may have worked on this deal. 


This is usually fetched from a Sales Order, for example: 
B > Selling > Sales Order > SAL-ORD-2021-00011 Q Search or type a command (Ctrl + G) G Helpy BS 


Innovative Chemicals Inc. - pratt GetitemsFrom ><) 


SalesTeam ~ 


Sales Team 


No. Sal Contribution (%) Contribution to Net T Col Incentives 

1 Grace Gibson 30 $ 18,000.00 $ 180.00 @ Edit 
2 Bella Alsop 30 $ 18,000.00 $ 180.00 @ Edit 
3 John Lee 40 $ 24,000.00 $ 240.00 @ Edit 


Add Row 


3.15 Shipping Packets or Items with Product Bundle_ 
If you are shipping Items that have a Product Bundle, ERP will automatically create a “Packing List” table for you based on the sub-Items in 
that Item. 
If your Items are serialized, then for Product Bundle type of Items, you will have to update the Serial Number in the “Packing List” table. 
3.16 Packing Items into Cases, for Container Shipment_ 
If you are doing making the delivery via container shipment or by weight, then you can use the Packing Slip to break up your Delivery Note 
into smaller units. To know more about a Packing Slip, visit this page. go to: 
You can create multiple Packing Slips for your Delivery Note and ERP will ensure that the quantities in the Packing Slip do not exceed the 
quantities in the Delivery Note. Note that you can create a Packing Slip from a Delivery Note only when the Delivery Note is in the Draft stage. 
3.17 After Submitting_ 
When the Delivery Note is submitted, a Stock Ledger Entry is made for each Item and stock is updated. Pending Quantity in the Sales Order 
is updated (if applicable). 
The Dashboard will show the following options: 

e Installation Note 

e Sales Return 


e Delivery Trip 


e Sales Invoice 


B > Stock > DeliveryNote » MAT-DN-2021-00001 Q Search or type a command (Ctrl + G) Q Help» PR 
= Archie - tail View: Status: << >» @ «Cancel 
Shipment 
2, Assigned To 
+ Connections ~ Installation Note 
Related Reference 
@ Attachments Sales Return 
Sales Invoice = + Sales Order 
Attach File + Delivery Trip 
Packing Slip Shipment + 
vy Reviews Sales Invoice 
Delivery Trip = + Quality Inspection = + 
+ Subscription 
8 Shared With Subscription 
Auto Repeat = + 
® Tags 


Tip: To disallow the creation of Delivery Notes without a Sales Order against it: 
3.18 Returning a Sales Order_ 


Once you've delivered a Sales Order using a Delivery Note, you can create a return entry in case the Customer returns the Item. To know 
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more, visit the Sales Return page. 
3.19 Skipping Delivery Note_ 


If you don't want to create a Delivery Note after a Sales Order and directly want to create a Sales Invoice, enable the feature for it in Selling 


Settings. 


STOCK ENTRY 


A Stock Entry lets you record Item movement between Warehouses. 
To access the Stock Entry list, go to: 
Home > Stock > Stock Transactions > Stock Entry 
Stock Entries can be made for the following purposes: 
e@ = Material Issue: If the material is being issued to someone in or outside the company (Outgoing Material). The Items will be deducted 
from the Warehouse set under Source Warehouse. 
e@ = Material Receipt: If the material is being received (Incoming Material). The Items will be added to the Warehouse set under Target 
Warehouse. 
@ = Material Transfer: If the material is being moved from one internal Warehouse to another. 
e  =Material Transfer for Manufacturing: If raw materials are being transferred for manufacturing. The transfer can happen against 


a Work Order or a Job Card. To know more, visit the Bill Of Materials page. 


e Material Consumption for Manufacture: There can be multiple consumption stock entries against a manufacturing Work 


Order. Refer this link for more details 


e@ Manufacture: If the Material is being received from a Manufacturing/Production Operation. 
@ Repack: If the Original item/items are being repacked into new item/items. 
e Send to Subcontractor: If the Material is being issued for a sub-contract activity. This entry is made from a Purchase Order. To 
know more, visit the subcontracting page. 
To know more in detail about the stock entry types, visit this page. 
1. Prerequisites" 
Before creating and using a Stock Entry, it is advised that you create the following first: 
e@ Warehouse 
e Item 
2. How to create a Stock Entry_ 
Stock Entries for Manufacturing purposes are usually created from a Work Order. To create a Stock Entry manually for other purposes, follow 
these steps: 
1. Go to the Stock Entry list, click on New. 
2. Select the Stock Entry Purpose from the ones listed above. 
If you set the Default Source or Target Warehouses, they'll be automatically filled for the rows in the Items table. 
Source/Target Warehouses will be available as per the Stock Entry Purpose you selected. 
Select Items and enter a quantity. 


The basic rate will be fetched and the amount will be calculated automatically. 


Nn oOo nO F w 


Save and Submit. 


—— P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 817 - man.energy 800696 


B > Stock > Stock Entry >» MAT-STE-2021-00005 Q Search or type a command (Ctrl + G) Q | Help» PR 
= Material Receipt - oer Create Material Request Get Items From = <)>) 8 | 
Oo: 0) FOLLOW Default Target Warehouse 
Stores - UP 
You edited this 


Target War 


e' in each row of the items table 
just now 


Target Warehouse Address 
You cre 


ed this 


1 minute ago 


Items 


No. Source Warehouse Target Warehouse Item Code Qty Basic Rate (as per St 
1 Stores - UP © 5x1screw 5 $15.00 @ Edit 
2 Stores - UP © Infuser bottle s1: Infus 24 $15.00 @ Edit 
3 Stores - UP © Plastic beads 10 $175.00 @ Edit 
Add Multiple Add Row Download Upload 


Update Rate and Availability 


Usually, "Source Warehouse" and "Target Warehouse" both are set for recording a movement. 
2.1 Additional options when creating a Stock Entry_ 
e@ = Work Order: If this is a Manufacturing entry, the Work Order will be shown in this field. 
e Edit Posting Date and Time: Will allow you to edit the Stock Entry's date and time. 
e Inspection Required: If a Quality Inspection needs to be performed on the Items before submitting the Stock Entry. 
e@ From BOM: If this is a Manufacturing entry, the associated BOM for the Item being manufactured will be shown. 
2.2 Stock Entry Type_ 
You can also create a Stock Entry Type where only the name will be different, for example 'Scrap Entry’. The purpose will be Material Transfer 


but the name will be different. This is useful if you want certain Users to have access only to specific actions related to stock. 


B > Stock > Stock Entry Type > Material Issue Q Search or type a command (Ctrl + G) Qi Help» =PR 


= Material Issue <)> JL SL ~ 


2. Assigned To 


Purpose * 
+ 


Material Issue 


@ Attachments 


Attach File + 


3. Features_ 

3.1 The Items table_ 

Details about the Item, Rate, Quantity, etc. will be shown here. 

Ticking on ‘Allow Zero Valuation Rate’ will allow submitting the Purchase Receipt even if the Valuation Rate of the Item is 0. This can be a 
sample item or due to a mutual understanding with your Supplier. 


Different Source and Target Warehouses can be set for different Items. 
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By > stock > stock Entry > MAT-STE-2023-00005 


= Material Receipt. - submittea 


2 Assigned To 


Details Items Additional Costs 


+ 
@ Attachments Default Warehouse ~ 


Attach File + 


& Shared With 


fe 
® Tags Items 
Add a tag 

No. Source Target Warehouse 
90 0 Follow 1 Stores - FT 


You edited this 
yesterday 


Update Rate and Availability 


3.2 Scrap and Process Loss_ 


Ey > stock > stock entry » MAT-STE-2023-00008 


= Manufacture - ovat 
@ Attachments Details Items — Additional Costs 
Attach File + 
BOM Info 
& Shared With 
@ From BOM 
+ 
Use Multi-Level BOM 
© Tags Including items for sub assemblies 
Add a tag 
BOM No 
BOM-Gold Neckless-003 
90 () FOLLOW 


% Process Loss 


20.000 


You edited this 
8 minutes ago 


You created this 


28 minutes ago Default Warehouse v 


3.3 Additional Costs_ 


Rate of the items. 


To add additional costs: 


Accounting Dimensions 


Accounting Dimensions 


Items 
Items 
No. Source Target Warehouse 
1 Stores - 
2 Finished Goods - FT 
3 Scrap Warehouse - FT 
Add Multiple Add Row 


Other Info 


Default Target Warehouse 
Stores - FT 


Sets ‘Target Warehouse’ in each row of the items table. 


Item Code * 


® A-00001: Gold 


e@ Scrap Item: Scrap items are the by-product and can be treated as products. The scrap items will have the valuation rate and they 


will be added to the scrap warehouse. Users can set the valuation rate for the scrap item manually in the Basic Rate field. 

e@ Process Loss: Process Loss has no impact on the stock, this will reduce the number of FG Items. Check the below image, the user 
has planned to produce 100 FG Items but after the manufacturing process, the quantity has been produced as 80. To produce 80 
FG Items, the user has used all raw material quantity. So here 20 quantity has been produced so therefore the system has marked 


it as Process Loss Qty. The process loss cost of 20 quantities has been added to the 80 quantities of FG Item. 


Other Info 


Planned 100 Qty to Produce 


For Quantity 


100.000 


As per Stock UOM 


Get Items 


Process Loss Qty 


20 


20 Quantity of FG Item produced and 20 qty Lost during manufacturing process 


Item Code * 


* A-00001: Gold 


® Gold Neckless 


* A-00001: Gold 


If the stock entry is an incoming entry i.e any item is receiving at a target warehouse, you can add related additional costs (like Shipping 


Charges, Customs Duty, Operating Costs, etc) associated with the process. The additional costs will be considered to calculate the Valuation 


1. Select the Expense Account to which the expense from this Stock Entry will be recorded. 


2. — Enter the description and amount of the cost in the Additional Costs table. 


Q Search or type a command (Ctri + G) ra Help v R 


Cancel 


Basic Amount Is Scrap. 


® 2,00,00,00,000.00 


Q Search or type a command (Ctrl + G) Q 


Create > Get Items From > < > 6 


Qty * Basic Amount _Is Scrap. 

1,000 % 50,00,00,000.00 2 Edit 
80 % 49,99,80,000,00 2 Edit 
10 % 20,000.00 a 2 Edit 

Download Upload 
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B > Stock > Stock Entry >» MAT-STE-2021-00006 Q Search or type a command (Ctrl + G) Q Help» PR 


= Material Transfer - oer Create Material Request Get Items From > <i>] Sil - ED 


Additional Costs ~ 


Additional Costs 


No. Expense Account Description Amount 
1 Miscellaneous Expenses - UP Truck charges $4.00 @ Edit 
2 Miscellaneous Expenses - UP Worker labor $18.00 @ Edit 
Add Row 
Total Additional Costs 
$ 22.00 


The added Additional Costs will be distributed among the receiving items (where the Target Warehouse mentioned) proportionately based 
on the Basic Amount of the items. And the distributed additional cost will be added to the basic rate of the item, to calculate Valuation Rate. 


Quantity and Rate is shown as follows when you expand the Items 


Editing Row #1 Insert Below InsertAbove Duplicate Move v 


Rates 


Basic Rate (as per Stock UOM) Basic Amount 


19.00 $ 38.00 


Additional Cost Amount 
$ 22.00 $ 60.00 
Valuation Rate 


$ 30.00 


Allow Zero Valuation Rate 


table. 


3.4 Accounting Dimensions 
You can tag different transactions based on different dimensions. By default, Projects can be considered as a dimension as it is a common 
practice to track costs of different projects. To know more about Accounting Dimensions, visit this page. 
3.5 Printing Settings | 
Letterhead_ 
You can print your Purchase Receipt on your company's letterhead. Know more here. 
Print Headings_ 
Purchase Receipt headings can also be changed when printing the document. You can do this by selecting a Print Heading. To create new 
Print Headings go to: Home > Settings > Printing > Print Heading. Know more here. 
3.6 More Information_ 
e Is Opening: If this entry is the opening stock entry for the Items. 
@ — Remarks: Any additional remarks about the Item. 
e@ Percentage Transferred: The percentage of Items transferred depending on Stock Entry purpose. 
@ = Total Amount: The total amount of Items transferred. 
3.7 Perpetual Inventory 


If the perpetual inventory system is enabled, additional costs will be booked in Expense Account mentioned in the Additional Costs table . 
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B > Stock >» Stock Entry » MAT-STE-2021-00007 Q Search or type a command (Ctrl + G) Qi Help» PR 


Manufacture - submittec Views < > @ Cancel 


Additional Costs ~ 


Additional Costs 


No. Expense Account Description Amount 
1 Expenses Included In Valuation - UP Extra operating costs on WO $67.00 @ Edit 
Add Row 


Total Additional Costs 


$ 67.00 
B > Accounting Q Search or type a command (Ctrl + G) Q Help» PR 
General Ledger CreateCard  SetChart G 
Unico Plastics Inc. Finance Book 04-21-2021 04-21-2021 Accoun’ MAT-STE-2021-00007 
Party Type Part Group by Voucher (Consal Currer : Cost Cente F 
Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No ~ Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 04-21-20... Expenses Included In Val.. 0.000 67.000 -67.000 Stock Entry MAT-STE-2021-00007 Stock Adjustm... 
3 04-21-20... Stock Adjustment - UP 0.000 2,558.000 -2,625.000 Stock Entry MAT-STE-2021-00007 Stock In Hand ... 
4 04-21-20... Stock In Hand - UP 2,625.000 0.000 0.000 Stock Entry MAT-STE-2021-00007 Stock Adjustm... 
5 Total 2,625.000 2,625.000 0.000 
6 Closing (Opening + Total) 2,625.000 2,625.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.019514 sec 
3.8 After Submitting 


After submitting a Stock Entry, you can go to the stock ledger or the accounting ledger from the dashboard. 
B > Stock >» Stock Entry >» MAT-STE-2021-00007 Q Search or type a command (Ctrl + G) Q Helpy PR 


Manufacture - submitted Views < > @ = Cancel 


Stock Ledger 


&. Assigned To 


Stock Entry Type * Posting Dat 
+ sista all hace Accounting Ledger 
Manufacture 04-21-2021 
@ Attachments 
Attach File + Posting Time 
07:09:19 
SriReviews America/Los_Angeles 
+ 


Inspection Required 


& Shared With From BOM 


+ 


4. Add to Transit_ 

If you want to transfer materials from one warehouse to another and you want to make two entries for that then use "Add to Transit" feature. 
To use "Add to Transit" feature, make stock entry with type as "Material Transfer" and enable "Add to Transit" checkbox. Next you need to 
select the source warehouse from where you want to issue the material and then select the warehouse of type "Transit" in the target warehouse. 
To make transit warehouse you can goto the Warehouse master and select the warehouse type as "Transit". After that add items in the stock 


entry which needs to be transfer and submit it. 
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B > Stock > Stock Entry > MAT-STE-2023-00020 Q Search or type a command (Ctri + G) ray Help v 
Material Transfer - submittea End Transit View> < >» @ = Cancel 
& Assigned To 
Details Items Additional Costs | Accounting Dimensions —_—_ Other Info 

+ 

@ Attachments Stock Entry Type * Posting Date 
Material Transfer 18-01-2023 
Attach File + 
Add to Transit P T 
& Shared With @ ‘esting Time 
10:46:29 
n 
Inspection Required 

® Tags 
Add a tag Apply Putaway Rule 


To make second stock entry at the destination warehouse, users has two options. Either they can open the Original Stock Entry and click on 
“End Transit" or they can create new stock entry and click on "Get Items From" -> "Transit Stock Entry". System will fetch items from the 
original stock entry with the source warehouse (Transit warehouse) same as traget warehouse from the original stock entry. User has to set 


the target warehouse and save. 


= New Stock Entry - norsavea Create > Get Items From? «= 


Details Items Additional Costs Accounting Dimensions Other Info 


Series * 


MAT-STE-.YYYY.- 


Stock Entry Type * 


Material Transfer 


Stock Entry (Outward GIT) 


Posting Date 


23-01-2023 


Posting Time 


12:30:10 


Edit Posting Date and Time 


MAT-STE-2023-00020 inspection Required 


Party Name Apply Putaway Rule 


PACKING SLIP 


A packing slip is a document that lists the items in a shipment. 
t is usually attached to the goods delivered. 
From a single Delivery Note, multiple Packing Slips can be created. It is useful when the shipment is packed in different boxes. Each box can 
have a weight and number of Items it contains. For example, if you're shipping 20 chairs in 4 boxes, each box can contain 5 chairs with different 
Packing Slips for each box. 
To access the Packing Slip list, go to: 
Home > Stock > Tools > Packing Slip 
ote: In order to create Packing Slips from a Delivery Note, the Delivery Note needs to be in the Draft stage. 


1. Prerequisites" 


Before creating and using a Packing Slip, it is advised that you create the following first: 
e@ Delivery Note 
2. How to create a new Packing Slip_ 
Usually, you should create a Packing Slip from a Delivery Note when it is in the Draft stage, however, if you want to create a Packing Slip 
manually, follow these steps. 
1. Go to the Packing Slip list, click on New. 
2 Select the Delivery Note. 
3. Enter the From Package No of this Packing Slip. 
4 


Click on the Get Items button to fetch the Items and Quantities into the Items table. 
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5. Save. 


Most of these details will be fetched if you create the Packing Slip from the Delivery Note. 


B > Stock > Packing Slip >» MAT-PAC-2021-0000 Q Search or type a command (Ctrl + G) at Help» PR 
MAT-PAC-2021-00001 . bran <}f>|lall = 
Shared With From Package No. * To Package No. 
+ 1 1 
© Tags dentification of the package for the delivery (for print If more than one package of the same type (for print! 
Jatag 
Get Items 
0 (0) FOLLOW Items 
No item Code item Name Quantity Net Weight Page Br 
You edited 
od tee! 1 penB: Pen Blue Pen Blue 10 26 2 Edit 
You cr d thi: 
fet 2 Plastic Cane Plastic Cane 10 42 2 Edit 
3 Shaving Brush Shaving Brush 10 15 2 Edit 


Add Row 


1.1 Additional options when creating a Packing Slip_ 
To Package No: If there are multiple packages of the same type to be shipped at once then set the From and To Package numbers. For 
example, package numbers 1 to 5 in one Packing Slip, then package numbers 6 to 10 in the next Packing Slip and so on. This will be shown if 
you print then Packing Slip. Note that this will only work if you Shipment has that many quantities of the Items. 
2. Features_ 
2.1 Items table_ 
e If this is a Batched Item, you'll have to select the Batch Number. 
e = The Quantity, UoM, Net Weight, and Weight UoM will be fetched from the Delivery Note. 
e Page Break will create a page break just before this item when printing. 
2.2 Package weight details_ 
These details will be shown when printing the Packing Slip. 
Net Weight: This is calculated as the sum of weights of all Items in the table. Gross Weight: This is the final total weight including the weight 
of the packing materials used. Gross Weight UOM: A UoM can be set here for the final weight of the product. 
2.3 Letterhead_ 


You can print your Packing Slip on your company's letterhead. Know more here. 


SHIPMENT 


A Shipment is a document that keeps track of real-world Shipments created against a Delivery Note or independently. 
Shipments are particularly useful for shippers who want to track all their Shipment information such as AWB Number, Shipment Status, Carrier, 
etc. within ERP. 
To access the Shipment list, go to: 
Home > Stock > Stock Transactions > Shipment 
1. Prerequisites" 
Before creating and using a Shipment, it is advised that you create the following first: 
@ Company and Customer Address with Postal Code, Email Address and Phone Number set. 


e Customer Contact. 


2. How to create a Shipment_ 
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A Shipment can be created manually or from a Delivery Note: 
2.1. Manual Shipment_ 
To create a Shipment manually, follow these steps: 


1. Goto the Shipment list, click on New. 


B > Stock > Shipment > new-shipment-1 Q Search or type a command (Ctrl + G) Ga Help v PR 


= New Shipment .- nor saves 


Pickup from Delivery to 
Pickup from Delivery to 

Company +4 Customer Ms 
Company Customer 

Unico Plastics Inc. 
Address * 
Pickup Contact Person * 
Parcels 
Shipment Parcel Shipment Delivery Note 

Length Width ( Height Weight Count Delivery Note Value 


2. Select an option in the Pickup from field. On selecting one of the three options, you will be prompted to select a 
Company/Supplier/Customer based on your selection. 

3. If you select 'Company' in the Pickup from field, along with the Address you must also select a Pickup Contact Person who will 

be a user from your organization, in ERP. Make sure the Last Name, Email Address and Phone Number are set for this user. 

You can similarly fill the Delivery To section. 

Add Shipment Parcel Information in the Shipment Parcel table. 

Fill in the Value of Goods. 

Select a Pickup Date. 


Add a Description of Contents in this Shipment. 


OO NS oy oN 


You can optionally fill the Shipment Information section if you are tracking Shipments manually. 


10. Save and Submit. 
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2, Assigned To 


i. 


@ Attachments 


Attach File + 


wy Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


FOLLOW 


You edited this 


You created this 
just now 


= Archie - tos 


& Assigned To 


+ 


@ Attachments 


Attach File + 


wy Reviews 


+ 


& Shared With 


+ 


3. Features_ 


= SHIPMENT-00001 


3.1. Shipment Parcel_ 


B > Stock >» Shipment > SHIPMENT-00001 


* Submitted 


Pickup from 


Company 
Company 


Unico Plastics Inc. 


Address * 


Unico Plastics Inc.-Billing 


101, Blue street 
Block 4 
Los Angeles, 


Pickup Contact Person * 


bruce@example.com 


Phillis Bruce 
bruce@example.com 


Parcels 


Shipment Parcel 
Length Width ( 
23 


Add Row 


2.1. Shipment from Delivery Note_ 


B > Stock > Delivery Note > MAT-DN-2021-00001 


Connections ~ 
Related 

Sales Invoice + 
Packing Slip 


Delivery Trip + 


Subscription 


Auto Repeat + 


the count field can be set accordingly. 


28 


To create a Shipment from a Delivery Note: 


Height .. 


19 


the template, click on the Add template button. 


Weight 


Count 


1. Click on Create > Shipment in the Delivery Note. 


Reference 


Sales Order 


Shipment + 


Quality Inspection 


2. — Fill the form as mentioned in the previous section. 


+ 


Q Search or type a command (Ctrl + G) 


Delivery to 


Customer 


Customer 


Joshua 


Address * 
Joshua-Billing 
433, lamp street 


Block 17 
New York City, New York 


Contact * 


Joshua Jones 


Joshua Jones 
joshua@example.com 
000-1200 


Q Search or type a command (Ctrl + G) 


View 2 Status ¢ 
Installation Note 
Sales Return 
Delivery Trip 
Sales Invoice 


Subscription 


You can specify the length, width, height and, weight of a parcel in the Shipment. If there are multiple parcels with identical dimensions, 


To automatically fetch frequently used parcel dimensions, a Parcel Template can be created and set in the Parcel Template field. After adding 


Cancel 


Cancel 
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B > Stock > Shipment Parcel Template > Plastic grade a box Q Search or type a command (Ctrl + G) 
Plastic grade a box < 
&. Assigned To 
Length (cm) * 
+ 
28 
@ Attachments 
Width (cm) * 
Attach File + 
25 
vw Reviews 
Height (cm) * 
+ 
19 
} Shared With 
Weight (kg) * 
+ 
2.0 


® Tags 


3.2. Shipment Information / Details" 


2. Shipment ID: The unique Shipment ID on your Shipping platform. 
3. Shipment Amount: Total cost incurred on Shipment 

4. Carrier: The Carrier that handles your Shipment and delivers it. 

5. 


Express, etc. 
to identify and track an air courier. 


it here. 


3.3 Automation_ 


RETAINING SAMPLE STOCK 


Sample stock is a batch of any Items stored for analyzing should the need arise later. 
The Item for which sample stock is stored can be raw material, packaging material, or finished product. 
1. Prerequisites" 
Before using sample retention, it is advised that you create the following first: 
° Item 
° Batch 
e Warehouse 
1. How to Set Sample Retention Warehouse in Stock Settings_ 


It is advised to create a new Warehouse separately for retaining samples and not use it in production. 


Q Search or type a command (Ctrl + G) 


Show Barcode Field 
Sample Retention Warehouse 
Sample Retention - UP Convert Item Description to Clean HTML 


Disable Serial No And Batch Selector 


B > Stock > Stock Settings 


Stock Settings ~ Nor savea 


ie) 0 FOLLOW 


Administrator edited this 
days age 


1.2 Enable Retain Sample in Item master_ 


You can also automate rate comparison, label generation, tracking, etc. using our Shipping Integration. 


The Shipment Information section is an optional section where a user can manually track Shipment information. Here are some of the fields: 


Service Provider (optional): A Service Provider can be a third-party service that provides shipping services from various carriers. 


Carrier Service (optional): The type/category of service provided by the carrier. E.g. some carriers have categories such as Economy, 


6. AWB Number: An air waybill (AWB) accompanies international air cargo. It usually has a unique AWB Number, that makes it easy 


7. Incoterm: They are a Set of internationally recognized rules which define the responsibilities of sellers and buyers. Know more about 


Q 
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for a batch. 


B > Stock > Item > Plastic bottle 1L 


= Plastic bottle 1L « Enabied 


Serial Nos and Batches ~ 
@ Has Batch No 
Automatically Create New Batch 


Has Expiry Date 


@ Retain Sample 


Max Sample Quantity 


5 


1.3 Make Stock Entry_ 


Editing Row #1 


Qty* 


5.000 


Qty as per Stock UOM * 


5 


Retain Sample 


B > Stock > Stock Entry » MAT-STE-2021-00002 


= Material Receipt - submittea 


2. Assigned To 


Stock Entry Type * 
+ 


Material Receipt 
@ Attachments 


Attach File + 


vy Reviews 


+ 


& Shared With 


Maximum sample quantity that can be retained 


Retain Sample is based on Batch hence Has Batch No should be enabled first. Check Retain Sample and set the Maximum allowed samples 


Q Search or type a command (Ctrl + G) 


View > Duplicate < 


Has Serial No 


@ Whenever a Stock Entry is created with the purpose as Material Receipt, for items which have Retain Sample enabled, the Sample 


Quantity can be set during that Stock Entry. You need to select the Batch Number for the Item/Items. Sample quantity cannot be 


more than the Maximum sample quantity set in Item Master. 


Insert Below Insert Above © Duplicate Move v 


Nos 


Stock UOM * 


Nos 


Conversion Factor * 


1.000 


@ ~~ Onsubmission of this Stock Entry, button 'Make Retention Stock Entry’ will be available to make another Stock Entry for the transfer 


of sample items from the mentioned batch to the retention warehouse set in Stock Settings. 


Q Search or type a command (Ctrl + G) 


Create Sample Retention Stock Entry View > < 


Company * 


Unico Plastics Inc. 


Posting Date 


21-04-2021 


Posting Time 


20:21 


Inspection Required 


eo Cancel 


ff 
Apply Putaway Rule 
® Tags 
Add a tag 
@ — Clicking this button will direct you to new Stock Entry of type ‘Material Transfer’. This entry is transfering your sample retention from 
your Target Warehouse (Stores) to the Sample Retention Warehouse. It will contain all the information, verify and click Submit. 
48_btt 5 


mAN ENERGY 


- 827 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 


B > Stock > Stock Entry > new-stock-entry-5 Q Search or type a command (Ctrl + G) Ga Help» PR 
New Stock Entry ~ Nor Savec Create Material Request Get Items From 2 save] 
Scan Barcode 
Items 
N Source Warehouse Target Warehouse Item Code Qty Basic Rate (as per St. 
1 Stores - UP Sample Retention - UP © PBIL 5 = 40.00 ? Edit 
Add Multiple Add Row Download Upload 


Update Rate and Availability 


LANDED COST VOUCHER 


Landed Cost is the final total cost associated with a product for it to reach the buyer’ s doorstep. 

Landed costs include the original cost of the item, complete shipping costs, customs duties, taxes, insurance, currency conversion fees, etc. All 
of these components might not be applicable in every shipment, but relevant components must be considered as a part of the landed cost. 
What is Landed Cost? 

To understand landed cost better, let’ s take an example based on our daily lives. You need to purchase a new washing machine for your 
home. Before making an actual purchase, you probably do some research to know the best price. In this process, you often found a better 
deal from a store which is long away from your home. But you should also consider shipping cost while buying from that store. Total cost 
including shipping might be more than the price you get in your nearby store. In that case, you will choose to buy from your nearest store, as 
the landed cost of the item is cheaper in the nearest store. 

Similarly in business, identifying landed cost for an Item/product is very crucial, as it helps to decide selling cost of that item and impacts the 
company’ s profitability. Hence all applicable landed cost charges should be included in Item’ s valuation rate. 


According to the Third-Party Logistics Study, only 45% of the respondents stated that they use Landed Cost extensively. The main reasons of 


not using Landed Cost were unavailability of necessary data (49%), lack of right tools (48%), insufficient time (31%), and not sure how to apply 
landed cost (27%). 

To access the Landed Cost Voucher list, go to: 

Home > Stock > Tools > Landed Cost Voucher 

1. Prerequisites" 


Before creating and using Landed Cost Voucher, it is advised that you create the following first: 


e Purchase Receipt 


e@ Purchase Invoice 
2. How to create a Landed Cost Voucher_ 
1. Go to the Landed Cost Voucher list, click on New. 
2. Select Receipt Document Type whether Purchase Invoice or Receipt. You can select multiple documents. 
Select the specific Invoice or Receipt. The supplier name and Grand Total will be fetched automatically. 
Click on the Get Items from Purchase Receipts button to fetch the item details from the Purchase Invoice/Receipt. 


Select whether Distribute Charges Based On should be on quantity or Amount. 


a a FF w& 


Enter the Expense Account and the Amount for Additional Costs in the Taxes and Charges table. The amount will be distributed 


equally based on the quantity or amount as per your selection. 


7. Save and Submit. 
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B > Stock > Landed Cost Voucher >» MAT-LCV-2021-00001 Q Search or type a command (Ctrl + G) ra Help v PR 
MAT-LCV-2021-00001 - submittes <> = Cancel 
& Assigned To 
Company * Posting Date * 
+ 
Unico Plastics Inc. 04-21-2021 
@ Attachments 
Attach File + 
aeneviewe Purchase Receipts 
+ N Receipt Document Type Receipt Document Supplie Grand Total 
4 Shared With 1 Purchase Receipt MAT-PRE-2021-00004 Mark welders $5700 2 Edit 
+ Add Row 


® Tags 


In the document, you can select multiple Purchase Receipts/Invoices and fetch all items from those Purchase Receipts. Then you should add 
applicable charges in “Taxes and Charges” table. You can easily delete an item if the added charges do not apply to that item. 

The added charges are proportionately distributed among all the items based their amount or quantity. If you selected based on the amount, 
the Item with the highest amount will be allocated the highest proportion of the charges. In case of quantity, Item with the highest quantity 


will be allocated most of the charges and the other Items will be allocated lesser amounts. This is shown in the following screenshot: 


B > Stock > Landed Cost Voucher >» MAT-LCV-2021-00001 Q Search or type a command (Ctrl + G) QO Help» = PR 


MAT-LCV-2021-00001  - submittea < > Cancel 


Add a tag 
Purchase Receipt Items 


Get Items From Purchase Receipts 
ie) (9) FOLLOW 
Purchase Receipt Items 


io em Code Descriptio Qty Amount Applicable Charges 
You edited this No tem Code escription vr Applicable Charg 


3 minutes age 


1 Immersion arm Oft Immersion arm 9ft 3 $57.00 $4.00 @ Edit 


Add Row 


Applicable Charges 
Taxes and Charges 


N Expense Account Descriptior Amount 
1 Miscellaneous Expenses - UP Shipping $4.00 2 Edit 


Add Row 


3. Related Actions" 
3.1 Adding Landed Cost in the Purchase Receipt itself_ 
In ERP, you can add landed cost-related charges in “Taxes and Charges” table while creating Purchase Receipt (PR). You should add those 
charges for “Totaland Valuation” or “Valuation” in the 'Consider Tax or Charge for’ field. Charges which are payable to the same Supplier 
from whom you are buying the items should be tagged as “Total and Valuation” . Otherwise, if applicable charges are payable to a 3rd 
party, it should be tagged as_ “Valuation” . On submission of Purchase Receipt, the system will calculate the landed cost of all items, 
considering those charges. This landed cost will be considered to calculate the item’ s Valuation Rate (based on FIFO / Moving Average 
method). 
But in reality, while making Purchase Receipt we might not know all the charges which are applicable for landed cost. Your transporter can 
send the invoice after 1 month, but there is no point in waiting for booking Purchase Receipt till then. Companies that import their 
products/parts, pay a huge amount as Customs Duty. And generally, they get invoices from the Customs Department after a while. In these 
cases, “Landed Cost Voucher” becomes handy, as it allows you to add those additional charges on a later date, and to update landed cost 
of purchased items. 
3.2 What happens on submission?_ 

1. Valuation Rate of items is recalculated based on new landed cost. 

2. lf youare using “Perpetual Inventory” , the system will post general ledger entries to correct Stock-in-Hand balance. It will debit 


(increase) corresponding “warehouse account” and credit (decrease) Expense Account mentioned in Taxes and Charges table. 
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PICK LIST 


In case of batched items, Warehouse where the batch is nearer to its expiry will be selected. 
To access Pick List, go to: 
Home > Stock > Stock Transactions > Pick List 
1. Prerequisites" 
Before creating and using a Pick List, it is advised that you create the following first: 
e@ Stock Item 
e Warehouse 
2. How to create Pick List_ 


1. Go to the Pick List list, click on New. 


B > Stock » PickList » new-pick-list Q Search or type a command (Ctrl + G) 


New Pick List ~ No: saves 


Series * Parent Warehouse 


STO-PICK-.YYYY.- All Warehouses ~ UP 


Items under this warehouse will be suggested 
Company * 


Unico Plastics Inc. Get Item Locations 


Purpose 


Material Transfer 


Material Request 


Item Locations 


N item Warehouse aty tock Qty 


1 Flask 1L Stores - UP 1 1.000 


2 @ Lunch box Stores - UP 1 1 


Add Row 


2. Set the Company. 


3. Select the Purpose of Pick List. These are the options under Purpose: 


can be created based on the Warehouse from which items were picked. 


you can create a Stock Entry for the picked items. 


other details for each Item. 


If items are already delivered, the Cost-of-Goods-Sold (CoGS) value has been booked as per the old valuation rate. Hence, general 


ledger entries are reposted for all future outgoing entries of associated items, to correct CoGS value. 


A Pick List is a document that indicates which items should be taken from your inventory to fulfill orders. 
This is particularly useful for shippers with a large amount of inventory, volume of orders, or customers ordering many Stock Keeping Unit(SKU). 


Pick list selects Warehouse where an Item is available on FIFO (First-In-First-Out) basis. Selection of Warehouse for a batched item is different. 


@ Delivery: This option will let you add Items from a Sales Order, to deliver. After submitting Pick List a new Delivery Note 
e = Material Transfer for Manufacture: This will let you select a Work Order from which raw materials will be pulled for 
picking. You will be presented with an option to select the number of finished goods for which you want to pick raw 


materials. After picking the stock you can create Stock Entry for the picked items i.e., raw materials. 


e = Material Transfer: This will let you select a Material Request for which you want to pick items. After picking the stock 


4. Add Item and the quantity you want to pick in the Item Locations table. Click on Get Item Locations to get the Warehouse and 


5. Parent Warehouse: If a parent Warehouse is selected, Warehouses only under that parent Warehouse will be suggested. 


Q Help» PR 
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You created this 
2 minutes ago 


2 Assigned To 


+ 


@ Attachments 


Attach File + 


ty Reviews 


+ 


& Shared With 
+ 


® Tags 


Add a tag 


90-Q0 FOLLOW 


You edited this 
just now 


You created this 
3 minutes ago 


for batched items. 


By > Stock > Pickist >» sto-Pick-2021-00002 
= STO-PICK-2021-00002 : bran 


Item Locations 


No. Item Warehouse 
1 Flask 1L Stores - UP 
2 Lunch box Stores - UP 
3 © Infuser bottle 500 Stores 2 - UP 


Add Row 


If Serial Numbers are involved, the Item row will look like this: 


Editing Row #3 


Warehouse 


Stores 2 - UP 


Quantity 
Qty 


10.000 


Stock Qty 


10 


Picked Qty 


10.000 


Serial No and Batch 
Serial No 


1NB0000100001 

INB0000100002 
1NBO000100003 
1NB0000100004 
1NBO000100005 
INBO000100006 
1NB0000100007 
INRAAAMIANANR 


8. Save and Submit. 


B > Stock > PickList >» STO-PICK-2021-00002 


= STO-PICK-2021-00002 : submittes 


Connections ~ 


Company * 


Unico Plastics Inc. 


Purpose 


Material Transfer 


Item Locations 


No. Item Warehouse 
1 @ Flask 1L Stores - UP 
2 @ Lunch box Stores - UP 
3 @ Infuser bottle 500 Stores 2 - UP 


Add Row 


Q Search or type a command (Ctrl + G) 


Qty Stock Qty 
1 1 
1 1 


10 10 


Insert Above 


UOM 


Nos 


UOM Conversion Factor 


1 


Stock UOM 


Nos 


Q Search or type a command (Ctrl + G) 


Update Current Stock Create > 


Parent Warehouse 
All Warehouses - UP 


Items under this warehouse will be suggested 


Qty Stock Qty 
1 1 
1 1 


10 10 


< 


6. Get Item Locations: Once items to be picked is finalized you can click on the Get Item Locations button to get Warehouse 
selection for each item. Since Warehouse will be automatically fetched if you get an Item from any reference document, this button 
can be useful to manually add additional Items or change the quantity of existing Items in the Item Locations table. 


7. Item Locations: This will have the information of the item location (Warehouse), Serial Number for serialized items and batch no 


Picked Qty 
1 @ Edit 
1 @ Edit 
10 @ Edit 


© Duplicate Move v 


> @ iw Cancel 
Picked Qty 
1 @ Edit 
1 @ Edit 
10 @ Edit 


48_bt 5 
mAN ENERGY 


- 831 - 


P.O.Box 128448 


, Dubai, United Arab Emirates 


man.energy 


Note: 
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2 
3; 
4 


1; 
2. 
3. 


di 
2: 


2.1 Create Pick List from a Sales Order_ 


Go to a Sales Order. 
Click on the Create button on the top right of the form and then click the Pick List option. 
Once you click Pick List, all the data required for Pick List will be fetched from the Sales Order. 


Alternatively, you can create a new Pick List and click on "Get Items". This would show a popup of all pending Sales Orders. 


Select Sales Orders 


Company Customer 


Lifelong-TEST 


No filters selected 


+ Add a Filter Clear Filters 


Name Company Customer 
SAL-ORD-2021-00267 _Lifelong-TEST Sharma KG1706 
SAL-ORD-2021-00274 __Lifelong-TEST SURESH1 
SAL-ORD-2021-00275 _Lifelong-TEST TEST NAME 


SAL-ORD-2021-00293 __Lifelong-TEST Flipkart India Private ... 


SAL-ORD-2021-00294 __Lifelong-TEST Flipkart India Private ... 


SAL-ORD-2021-00295 _Lifelong-TEST Flipkart India Private ... 


Make Sales Order 


You should be able to see the Item Locations Table with the Warehouse selected for each item. 
Save this document and it can be used for stock picking by the person performing this activity. 


Submit the document once the stock picking is done and picked item quantities are updated in the document. 


Pick list can only be created for Sales Orders which has '% picked’ < 100 


A Delivery Note can be created only if the Pick List is submitted. 


2.2 Create Pick List from a Work Order_ 


Go to a Work Order. 
Click Create Pick List button. 
You'll see the dialog box asking for the quantity of Finished Goods Item. This is required to calculate the number of raw material 


items required to manufacture the entered quantity of Finished Goods Item. 
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Select Quantity 


Qty for Material Transfer for Manufacture 


5 


4. You should be able to see the Item locations table with the Warehouse selected for each raw material item. 
5. Save this document and then this document can be forwarded to the person who is picking the stock. 


6. Submit the document once the stock picking is done and the picked item is updated in the document accordingly. 


e Pick list can only be created for Work Orders that are still in the state of 'Not Started’ or ‘In Progress’. 
e A Stock Entry can be created only after the Pick List is submitted. 
2.3 Create Pick List from Material Request_ 
1. Goto a Material Request. 
Click on Create button and then click Pick List option. 
You should be able to see the Item Locations table with the Warehouse selected for each item in Material Request. 
Save this document and then this document can be forwarded to the person picking the stock. 


Submit the document once the stock picking is done and the picked item is updated in the document accordingly. 


@ Only Material Requests with type ‘Material Transfer’ can be used for Pick List creation. 
e A Stock Entry of type ‘Material Transfer’ can be created after the Pick List is submitted. 
3. Features_ 
3.1. Update Current Stock_ 
If a Pick List is outdated, there could be a shift in stock availability by the time a Delivery Note or Stock Entry is created against it. 
Clicking Update Current Stock will update the quantities and warehouses in the Item Locations table. 
Note: This button is visible as long as there are no Delivery Notes or Stock Entries against the Pick List. 
3.2 Barcode Scanning_ 
Pick list supports barcode scanning, introducing two check boxes. Scan Mode, and Prompt Qty. 
Scan Mode: Enabling scan mode disables the default on submit behaviour of pick list. The picked qty will not be automatically fulfilled. 


Prompt Qty: When enabled, instead of incrementing the scanned items qty by 1, a dialog will prompt the user to enter a qty to increment by. 


PUTAWAY RULE 


A Putaway Rule defines a Warehouse Assignment Strategy for incoming stock. 


A Putaway Rule is uniquely defined for an Item-Warehouse combination in a Company. It takes Warehouse Capacity and Priority into 
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In Purchase Receipts and Stock Entries (Material Receipt & Material Transfer), the Putaway Rules are applied and Items are auto-assigned to 


consideration. 


Warehouses based on the given strategy. 
This is particularly useful for capacity management in large Warehouses with multiple locations. 
To access a Putaway Rule, go to: 
Home > Stock > Stock Transactions > Putaway Rule 
1. Prerequisites" 
Before creating and using a Putaway Rule, it is advised that you create the following first: 
e@ = Stock Item 


e@ Warehouse 


2. How to create a Putaway Rule_ 


1. Goto the Putaway Rule list, click on New. 


B > Stock > Putaway Rule > PUT-0005 Q Search or type a command (Ctrl + G) Q Help» = PR 


= Mineral water - Nor saves « > 8 


&, Assigned To 


Disable Company * 
+ 


Item * Unico Plastics Inc. 


@ Attachments 
Mineral water 


Capacity * 
Attach File ba 
Item Name 480.000 
vw Reviews 
Mineral water UOM 
f 
Warehouse * 
& Shared With 
Finished Goods - UP Conversion Factor 
+ 
Priority 1 
® Tags 
Add a tag : Sock Vat 
Nos 
Capacity in Stock UOM 
O- 0) FOLLOW 
480 
2. Set the Company and Select an Item. 
3. Select the Warehouse on which this rule is applicable. 
4. Set the Capacity. You can also select a UOM if you want to set the Capacity in a different VOM. The Capacity in Stock UOM will be 
set automatically. 
B > Stock > Putaway Rule >» PUT-0005 Q Search or type a command (Ctrl + G) Qa Helpy PR 


= Mineral water - Nor seves <Vf> Vall [save | 


& Assigned To 


Disable Company * 
+ 
Item + Unico Plastics Inc. 
@ Attachments 
Mineral water Capacity * 
Attach File + 
Item Name 480.000 
vw Reviews 
Mineral water UOM 
+ 
Warehouse * Cotton 
& Shared With 
Finished Goods - UP Conversion Factor 
+ 
Priority 12 
® Tags 
1 
Add a tag Stock UOM 
Nos 
Capacity in Stock UOM 
0-Q0 FOLLOW 


5,760 


5. Set the Priority. This can begin from 1 onwards, 1 being the highest priority. 
6. Save. 
7. You can additionally Disable a Putaway Rule as well. 


The rule is unique to each Item-Warehouse combination. 
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3. How Putaway is strategized_ 


will be assigned. 


4. How it works_ 


A checkbox called Apply Putaway Rule will 


B > Stock > Purchase Receipt >» new-purchase-receipt-3 
= New Purchase Receipt - Nor savea 


Series * 


MAT-PRE-.YYYY.- 


Supplier * 


Bill waters 


Supplier Delivery Note 


Address and Contact ~ 


Rules. 


Let us see the same in action: 


B > Buying > Purchase Order >» PUR-ORD-2021-00001 


= Bill waters - drat 


Items 
Item Code Required By 
1 © Mineral water 04-30-2021 


Add Multiple = Add Row 


B > Stock 


= Putaway Rule 


Filter By 
Assigned To 
Created By Item Status 
Patras Mineral water * Active 
Tags 
Mineral water * Active 
Show Tags 


allocate items to Warehouses based on the Putaway 
Q Search or type a command (Ctri + G) Qa Help» PR 
Get Items From = 
Date * 
¢ 04-22-2021 
Posting Time * 
08:15:59 


Priority 


| 


1. Here the strategy is purely based on Capacity and Priority. 
2. Warehouses will be auto-assigned until they reach full capacity. 
3. Priority will be considered first. Followed by free space. If two rules have the same priority, the rule with more free space available 


4. — If you are running at full capacity (no free space in any Warehouse), ERP will let you know. 


As mentioned before, the Putaway Rules are applied on Purchase Receipts and Stock Entries (Material Receipt & Material Transfer). 


Apply Putaway Rule 


Putaway Rules are applied on checking this checkbox. They are also re-applied on save if this checkbox is enabled. 


1. Here is a Purchase Order with a requirement of 5 Cartons (60 Nos) of Mineral Water. 


Q 


Quantity UOM 


5 Carton 


2. Two active Putaway Rules have been created below with capacity 4 Cartons (48 Nos) each. One has a higher priority than the other. 


Q 


Unico Plastics Inc. 


Capacity 


:= List View > G 
= 1 filter =i Last Modified On 
Warehouse Name 2o0f2 
4 Finished Good... PUT-0005 now &) 
4 Stores 2- UP PUT-0006 now ca} 


3. A Purchase Receipt is created from this Purchase Order. 


4. On-checking Apply Putaway Rule, one row of 5 Cartons is split and assigned according to the rules. 


America/Los_Angeles 


Edit Posting Date and Time 


Is Return 


Search or type a command (Ctrl + G) Q Help» PR 
Get Items From 2 Tools > < > 8 2 
Rate Amount 
$3.00 $15.00 @ Edit 
Download Upload 


Search or type a command (Ctrl + G) 
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B > Stock > Purchase Receipt >» MAT-PRE-2021 


Q Search or type a command (Ctrl + G) Fay Helpy PR 


= Bill waters - Nor savea GetltemsFrom> << > ®@ 


Items 


No Item Code Accepted Quantity Rate Accepted Warehouse 
1 Mineral water 5.000 3.00 Stores - UP 2 Edit 
Add Multiple Add Row Download Upload 
k 

Total Quantity Total Net Weight 

5 i) 

Total (USD) 
$ 15.00 

Add / Edit Taxes and Charges 
Tax Category Shipping Rule 


5. First, 4 out of 5 Cartons are accommodated in the ‘Finished Goods - UPI’ Warehouse. Once this Warehouse is at capacity, it assigns 
the rest (1 Carton) to the ‘Stores - UPI' Warehouse. 
5. Warehouse Capacity Summary_ 
The Warehouse Capacity Summary Report shows Warehouse capacities and their respective stock levels. 


Only Warehouses having Putaway Rules will be listed here. The Edit Capacity button gives provision to edit the Putaway Rule capacity. 


B > Stock Q Search or type a command (Ctrl + G) Q  Helpy PR 
Warehouse Capacity Summary Refresh 
Unico Plastics Inc. Varehou tem r =i Capacity (Stock UOM) 
Warehouse Item Stock Balance Stock Qty s Occupied 
Capacity 
Stores - UP Plastic beads 1800 55 « 3% Edit 
Capacity 
Dock - UP Plastic beads 80 0 0% Edit 
Capacity 
Stores 3 - UP Plastic beads 25 15 = 60% Edit 
Capacity 
Stores 2 - UP Plastic beads 25 25 ee 100% Edit 
Capacity 
Finished Goods - UP Mineral water 4 0 0% Edit 
Capacity 
Stores 2 - UP Mineral water 4 t) 0% Edit 
Capacity 


6. Types of Putaway Application_ 
6.1. Direct Putaway_ 
1. The example in the previous section explains Direct Putaway. 
2. — It is, essentially, directly assigning incoming stock to certain Warehouses based on a strategy. 
3. This can easily be exercised via a Purchase Receipt. 
6.2. Indirect (Combined) Putaway_ 
1. Stock is often received into temporary or staging Warehouses first. 
From here it is placed into appropriate locations within the Warehouse. 
This is called Indirect or Combined Putaway. 


To simulate this within ERP, a simple Purchase Receipt can be created into the temporary Warehouse, without Putaway applied. 


a F Ww N 


From here, a Stock Entry (Material Transfer) can be done, where Putaway Rules can be applied similar to Purchase Receipts. 
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SERIAL NUMBER 


As discussed in the ltem page, if an Item is ser/a/ized, a Serial Number (Serial No) record is maintained for each quantity of that Item. This 
information helps track the location of the Serial No, its warranty and end-of-life (expiry) information. 
You can also track from which Supplier you purchased the Serial No and to which Customer you have sold it. The Serial No status will tell 
you its current inventory status. 
If your Item is seria/ized you will have to enter the Serial Nos in the related column with each Serial No in a new line. You can maintain single 
units of serialized items using Serial Number. 
To access the Serial Number list, go to: 
Home > Stock > Serial No and Batch > Serial No 
1. Prerequisites" 
Before creating and using a Serial Number, it is advised that you create the following first: 
° Item 
@ Enable ‘Has Serial No' in the Item master 


> Stock > Item > Plastic bottle 2L Q Search or type a command (Ctrl + G) ray Help» PR 


= Plastic bottle 2L. - cnsbies View: dupicate < > & ~ CEB 


Serial Nos and Batches ~ 
Has Batch No © Has Serial No 


Serial Number Series 
PBL. Hitt 


Example: ABCD.##### If series Is set and Serial No is not mentioned in transactions, 
then automatic serial number will be created based on this series. If you always 
want to explicitly mention Serial Nos for this item. leave this blank. 


2. How to create a Serial Number_ 

Usually, Serial Numbers are auto-created when transactions are made against a serialized Item. This works only when ‘Has Serial No’ is enabled 
and a series is set in the Item master. 

For example, a series was set for the following Item as 'PB2L.#####'. Then a Stock Entry was submitted to receive the Item. The Serial Numbers 


were created accordingly. 


* Stock Entry Created 


The following serial numbers were created: 


Y Plastic bottle 2L: 10 Serial Numbers 
PB2L00001, PB2L00002, PB2L00003, PB2L00004, PB2L00005, PB2L00006, PB2L00007, 
PB2L00008, PB2L00009, PB2L00010 


However, if you want to create a Serial No manually follow these steps: 
1. Go to the Serial Number list, click on New. 
2. Enter a Serial Number. 


3. Enter the Item Code and details will be fetched. 
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4. _ If any transaction is done with an item, Serial No cannot be set or unset. 
5. Save. 
Inventory of an Item can only be affected if the Serial No is transacted via a Stock transaction (Stock Entry, Purchase Receipt, Delivery Note, 


Sales Invoice). When a new Serial No is created directly, its Warehouse cannot be set. 


B > Stock > SerialNo > PB2L00001 Q Search or type a command (Ctrl + G) OQ Helpy = PR 
PB2L00001 . Active <if> lfalf- | save | 
2. Assigned To 
Item Code * Item Name 
+ 
Plastic bottle 2L Plastic bottle 2L 
@ Attachments 
Warehouse Description 
Attach File + 
Stores - UP Plastic bottle 2L 
er Reviews Warehouse can only be changed via Stock Entry / Delivery Note / Purchase Receip 
Item Group 


+ 


All Item Groups 
Shared With 


Sales Order 


2.1 Notes about Serial Number_ 
e The Status is set based on Stock Entry. 
@ ~~ Only Serial Numbers with status ‘Available’ can be delivered. 
@ Serial Nos can automatically be created from a Stock Entry or Purchase Receipt. If you mention Serial No in the Serial Nos column, 
it will automatically create those serial Nos. 
e If in the Item Master, the Serial No Series is mentioned, you can leave the Serial No column blank in a Stock Entry / Purchase Receipt. 
Serial Nos will automatically be set from that series. 
3. Features_ 
3.1 Purchase/Manufacture details_ 
The document from which the Serial No was created will be shown. If you purchased it from a Supplier, it'll be linked here. 
3.2 Delivery Details_ 
If the Serial No was generated from a Sales Order, the Customer will be linked here. 
3.3 Warranty/AMC Details_ 
If the Item is under warranty or AMC (Annual Maintenance Contract), the expiry dates for these can be set. 
3.4 More Information_ 


Any additional information about this specific Item unit can be set under ‘Serial No Details’. 


BATCH 


Batch feature in ERP allows you to group multiple units of an Item and assign them a unique value/number/tag called Batch No. 
This is done based on the Item. If the Item is batched, then a Batch number must be mentioned in every stock transaction. Batch numbers can 
be maintained manually or automatically. This feature is useful to set the expiry date of multiple Items or move them together to different 
Warehouses. 
To access the Batch No list, go to: 
Home > Stock > Serial No and Batch > Batch 
1. Prerequisites" 
Before creating and using a Batch, it is advised that you create the following first: 
e Item 


e Enable 'Has Batch No' in the Item master 
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B > Stock > Item > Syringe D 


Serial Nos and Batches ~ 

@ Has Batch No Has Serial No 
Automatically Create New Batch 
Has Expiry Date 

Retain Sample 


Max Sample Quantity 
3 


Maximum sample quantity that can be retained 


2. How to create a new Batch_ 


Batch" when creating an Item, you will have to make Batches Manually as you go along. 
To create new Batch No. master for an item, go to: 
1. Go to the Batch list, click on New. 
Set the Batch ID. 
Select the Item. 


If any transaction is done with an item, the batch cannot be set or unset. 


of Of 


Save. 


2.1 Batch Auto Creation_ 


B > Stock > Item > Syringe D 


Serial Nos and Batches ~ 


@ Has Batch No Has Serial No 


Automatically Create New Batch 


Batch Number Series @ 


SDB. #iHttt 
Example: ABCD.#####. If series is set and Batch No is nentioned in 
transactions, then automatic batch number will be created based on this series. If 
you always want to explicitly mention Batch No for this item, leave this blank. Note: 


this setting will take priority over the Naming Series Prefix in Stock Settings 
Has Expiry Date 
Retain Sample 


Max Sample Quantity 


3 


Maximum sample quantity an be retained 


3. Features_ 
3.1 Splitting and Moving Batches_ 


When you open a batch, you will see all the quantities that belong to that batch on the page. 


Q Search or type a command (Ctrl + G) 


= SyringeD - Enabied View > Duplicate 


To set item as a batch item, "Has Batch No" field should be checked in the Item master. If you have not selected "Automatically Create New 


When Batches are enabled for an Item, the option to retain sample stock also becomes available. 


If you want automatic batch creation at the time of Purchase Receipt, you must tick ‘Automatically Create New Batch’ in the Item master: 
Q Search or type a command (Ctrl + G) 


= SyringeD ~ Enabied View > Duplicate 


< > @ 


Qa Help» PR 


< > @ 
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B > Stock > Batch » SDB3112202100001 Q Search or type a command (Ctrl + G) QQ Help» PR 


= $DB3112202100001 ~ Active Viewledger << > & ~ KRBB 


Connections ~ 


S 


StockLevels « 
Stores 3 - UP 200 Move Split 


& Assigned To 


@ To move the batch from one Warehouse to another, you can click on the Move button. 
e@ You can also split the batch into smaller one by clicking on the Split button. This will create a new Batch based on this Batch and 


the quantities will be split between the batches. 


Split Batch 


New Batch Qty 


80.000 


New Batch ID (Optional) 


e If you set expiry date, the Batch will show ‘Not Expired’ until the expiry date, after which it'll show ‘Expired’. If a date is not set, the 
Batch will show ‘Not Set’. 
3.2 Transacting Items with Batches_ 
A Batch master should be created before the creation of Purchase Receipt. Hence, every time a Purchase Receipt or Work Order is being made 
for a batch item, you will first create its Batch No, and then select it in the Purchase order or Stock Entry. 
On every stock transaction (Purchase Receipt, Delivery Note, Invoice) with a batch item, you should provide the Item's Batch No. 
Note: In stock transactions, Batch IDs will be filtered based on Item Code, Warehouse, Batch Expiry Date (compared with a Posting date of a 


transaction) and Actual Qty in Warehouse. While searching for Batch ID without value in the Warehouse field, Actual Qty filter won't be applied. 


INSTALLATION NOTE 


An Installation Note can be created when a product/item is being installed or set up at the Customer's place. 
For example, if you sell an Air Conditioner, a service person generally accompanies the delivery to install the Air Conditioner at the Customer’ s 
place. The service person can create an “Installation Note” , to track the date and details of the installation. 
To access the Installation Note list, go to: 
Home > Stock > Serial No and Batch > Installation Note 
1. How to create an Installation Note_ 
An Installation Note is usually created from a Delivery Note. You can also create it manually and click on the 'From Delivery Note’ button to 
fetch details from a selected Delivery Note. 
1. Go to the Installation Note list, click on New. 
2. The Customer, Item, and quantity will be fetched from the Delivery Note. 
3. The date and time are set to when the note is created. 
4 


Save and submit. 
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= Joshua : submitted 


2, Assigned To 


+ 


@ Attachments 


Attach File + 


wy Reviews 


+ 


& Shared With 


+ 


© Tags 


Add a tag 


0-Q0 FOLLOW 


You edited this 


1. Prerequisites" 


= SyringeB - Enabled 


B > Stock > Item > Syringe B 


B > Selling > Installation Note >» MAT-INS-2021-00001 


Installation Note 
Customer * 


Joshua 


Customer Address 


Joshua-Billing 


Contact Person 


Joshua Jones 


Name 


Joshua 


Contact Email 


joshua@example.com 


Territory * 


All Territories 


Any additional remarks about the installation can be added. 


QUALITY INSPECTION 


To access this feature go to: 


Home > Stock > Tools > Quality Inspection 


e Create an Item. 


Inspection Criteria ~ 
Quality Inspection Template 
Syringe B 
Inspection Required before Purchase 


Inspection Required before Delivery 


shown above). 


Q Search or type a command (Ctrl + G) ray Helpy PR 


Installation Date * 


04-22-2021 


Installation Time 

09:05:29 
America/Los_Angeles 
Status * 


Submitted 


Company * 


Unico Plastics Inc. 


If the Item is serialized, the serial numbers can be added in Items table. 


In ERP, you can mark your incoming or outgoing products for Quality Inspection. 


Before creating and using a Quality Inspection, it is advised that you do the following first: 


e Enable Quality Inspection Criteria in the Item master. On enabling either checkboxes, submission of a stock delivery/receipt 


document will be allowed only after a Quality Inspection is done against it: 
Q Search or type a command (Ctrl + G) ray Help» PR 


View > 


@ (Optional) Create a Quality Inspection Template. You can add inspection parameters and acceptance criteria in the template, 


which can be easily fetched into any Quality Inspection. After saving the template, you can set this template in the Item Master (as 


< > oo Cancel 


Duplicate < > || ail = save] 
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B > Stock > Quality Inspection Template > Syringe B 


= SyringeB «> 8 


1, 


Oo NOH 


Q Search or type a command (Ctrl + G) Qa Help» PR 


2 Assigned To 


Connections ~ 


@ Attachments 


Attach File + Item Quality Inspection Parameter 

f No Parameter Acceptance Criteria Numeric Minimum Value Maximum Value 

vy Reviews 

+ 1 Needle shape oK 0 C) 2 Edit 
&, Shared With 2 Syringe shape oK 0 0 Edit 

+ 3 Plastic clarity oK 0 C) 2 Edit 
® Tags 4 Syringe length 4 o 4 6 2 Edit 
Add a tag 

Add Row 


2. How to create a new Quality Inspection_ 


From a Draft Purchase Receipt/Delivery Note, go to the Item table's Quality Inspection field and click on Create a New Quality 
Inspection. You can also create a Quality Inspection for Job Card in order to monitor the quality of in-process items. In this case, 
you can create a Quality Inspection for the Production Item in Job Card. 

Select the inspection type whether Incoming (Purchase), Outgoing (Sales), or In Process (Manufacturing). 

Select the Reference Document Type whether Purchase Receipt, Purchase Invoice, Delivery Note, Sales Invoice, Stock Entry, or Job 
Card. 

Select the Item and set the sample size which will be inspected. Note that only Items having Inspection Criteria enabled in the Item 
master, will be fetched. 

The Quality Inspection Template set in the Item master will be fetched. 

You can change who it's inspected by and also add who it's verified by. 

Any additional Remarks about the Inspection can be added. 


Save. Set the Status. Submit. 
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B > Stock > Quality Inspection >» MAT-QA-2021-00001 


= MAT-QA-2021-00001 : submittes 


& Assigned To 
Report Date * 


+ 
04-22-2021 
@ Attachments 
Status * 
Attach File + 
Accepted 
vy Reviews 
+ 
& Shared With 
+ 
® Tags Item Code * 
Add a tag Syringe B 
Batch No 
90-Q0 FOLLOW ELLE 
Sample Size * 


You edited this 


just now u 


You created this 
just now 


Quality Inspection Template 


Syringe B 
Readings 
No. Parameter Status 

1 Needle shape Rejected 
2 ‘Syringe shape Rejected 
3 Plastic clarity Rejected 
4 Syringe length Accepted 

Add Row 


3. Features_ 


numeric or Formula Based. 


3.1 Numeric Quality Checks_ 


E.g. checking if a reading is in a certain range. 


Editing Row #4 


Parameter * 


Syringe length 


Status 


Accepted 


© Numeric 
Manual Inspection 


Set the status manually, 


Numeric Inspection 


Reading 1 Reading 5 


Reading 2 Reading 6 


Reading 3 Reading 7 


Reading 4 Reading 8 


Q Search or type a command (Ctrl + G) Q Helpy = Pi 


< > Bo - Cancel 


Inspection Type * 


Incoming 


Reference Type * 


Purchase Receipt 


Reference Name * 


MAT-PRE-2021-00006 


Item Name 
Syringe B 
Description 
Syringe B 
Numeric Reading Value Reading 1 
@ Edit 
@ Edit 
@ Edit 
@ Edit 


A single Quality Inspection consists of many Quality Checks (Parameters) within it. Each of these checks could be Numeric, Non- 


Numeric Quality Checks include all checks that require number-based readings and acceptance criteria. 


By default the checks are numeric. There are two fields: Minimum Value and Maximum Value, to define a range that each reading must be 


in. These fields can be set in the Quality Inspection Template once and be simply fetched into the Quality Inspection. 


Insert Below InsertAbove ©) Duplicate Move wv 


Minimum Value 
4.000 


Applied on each reading. 


Maximum Value 
6.000 


Applied on each reading. 


Formula Based Criteria 


Reading 9 


Reading 10 
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lf any of the readings entered are not within this range, the status on the row will be set to ‘Rejected’ automatically on Save. 

3.2 Non-numeric (Value-Based) Quality Checks 

Non-numeric Quality Checks include checks that require alphabetical values or those that do not require any mathematical calculations. 

E.g. checking if the color is white in a color quality check, Yes/No values for certain parameters, etc. 

For Non-numeric checks, enable the 'Non-numeric’ checkbox. You will notice the field Acceptance Criteria Value and the section Value- 
Based Inspection are visible. 

Enter the field Reading Value. The Acceptance Criteria Value can be set in the Quality Inspection Template once and then be fetched into the 


Quality Inspection. 


Editing Row #1 Insert Below Insert Above Duplicate Move Vv 


Parameter * Formula Based Criteria 


Metal color 


Status 


Accepted 


Acceptance Criteria Value 
Silver 
Numeric 


Manual Inspection 


Set the status manually. 
Value Based Inspection 


Reading Value 


Silver 


@ Shortcuts: ctri+Up . Ctri+Down . ESC Insert Below 


If the Reading Value does not match the Acceptance Criteria Value, the status on the row will be set to ‘Rejected’ automatically on Save. 

3.3 Formula-Based Quality Checks_ 

Formula-Based Quality Checks are useful for more complex scenarios where just specifying a range or an acceptance value is not enough. 
E.g. checking if the grade of a material is A/B/C, checking if the mean of some readings is within a certain range, etc. 

Formula-Based Quality Checks are applicable to Numeric and Non-numeric Quality Checks. 

Enable the 'Formula Based Criteria’ checkbox to perform a Formula-Based Quality Check. You will then notice a field called Acceptance 
Criteria Formula where you can specify a formula that determines whether a certain check is Accepted or Rejected. This formula can be set 


in the Quality Inspection Template once and then be fetched into the Quality Inspection. 


Editing Row #3 Insert Below InsertAbove Duplicate Move v 


Parameter * © Formula Based Criteria 


Iron content Acceptance Criteria Formula 


1 reading1+5< 11 
© Numeric 


Simple Python formula applied on Reading fields 
Numeric eg. 1: reading_1 > 0.2 and reading_1< 0.5 
Numeric eg. 2; mean > 3.5 (mean of populated fields) 
Value based eg.: reading_value in ("A’, "B", "C") 


Expand 


Shortcuts: Ctri+Up . Ctri+Down . ESC Insert Below 
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This formula depends on the many Reading fields in the Readings table. 

For Numeric readings, reading_1, reading_2 and so on are accepted in the formula. 
For Non-numeric readings, only reading_value is accepted in the formula. 

Here are some examples of formulas: 

# Numeric 

(reading_1 + reading_2) &lt; 10 # sum of both readings Is less than 10 

(reading_1 + reading_2) &lt;= 10 # sum of both readings 's less than or equal to 10 
mean &lt; 15 #mean of non empty numeric readings Is less than 15 

(reading_1 * 2) &lt; 20 # Reading 1 multiplied by 2 Is less than 20 

(reading_1) / 2 &lt; 20 # Reading 1 divided by 7 Is less than 20 


# Non-numeric 

reading_value /n("A", "B", "C") # Reading Value is either A/B/C 

reading_value != "Red" # Reading Value is not equal to Red 

Update the readings and Save. The Status field in the Readings table rows is set automatically based on the formula for acceptance. 

3.3 Manual Inspection_ 

So far, all the Quality Checks have automatic acceptance/rejection on Save. In the real world, there could be cases where a check is rejected 
but yet will be accepted because there is some tolerance. 

Such cases will require the user to determine the row-level status. To avoid any system interference in such checks, enable the ‘Manual 


Inspection’ checkbox. You can now set the status manually and it will be untouched on Save. 


Editing Row #4 Insert Below Insert Above 9) Duplicate Move v 


Parameter * Minimum Value 
Carbon content 0.010 


Applied on each reading 
Status 


Accepted Maximum Value 


0.100 


@ Numeric 
Applied on each reading 


©@ Manual Inspection 


Set the status manually. Formula Based Criteria 


Numeric Inspection 


Reading 1 Reading 5 Reading 9 


0.03 0.07 


Reading 2 Reading 6 Reading 10 


0.035 


Reading 3 Reading 7 


0.09 


Reading 4 Reading 8 


01 


Here Reading 1 is outside the defined range, this check would be rejected. But, since it is not very far from 0.153 we accept it manually. 


The status for the entire Quality Inspection can then be decided by the user. 


STOCK RECONCILIATION 


Stock Reconciliation is the process of counting and evaluating material/products, periodically at the year end. 
This is done in order to: 
e Keep the actual physical stock count and book stock count in sync 


e —_- Value the stock for preparation of the accounting statements 
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The Stock Reconciliation feature in ERP is used for: 


Posting opening stock 


Reconciling book and actual stock 


To access the Stock Reconciliation list, go to: 

Home > Stock > Tools > Stock Reconciliation 

1. How to Create a Stock Reconciliation to Post Opening Stock_ 

Using stock reconciliation you can update the number of specific items in a warehouse as of specific time. You can also add Items in the stock 


which have Serial Numbers or the Batch Numbers. 


Select the Purpose as ‘Opening Stock’. You can edit the posting Date and Time. 
Select Item Code, Warehouse, Quantity, and Valuation Rate. If there is a Serial / Batch No involved, add it. 
If you want to auto-generate Serial No / Batch No then keep those fields blank. 

e For auto-generation of Serial No, you need to set "Serial Number Series" in the Item master. 


e For auto-generation of Batch no, you need to enable "Automatically Create New Batch" checkbox in the item master. 


1. Go to the Stock Reconciliation list, click on New. 

2. 

3: 

4, 

5. The Difference Account will be set as ‘Temporary Opening’. 


6. Save and Submit. 


B > Stock > Stock Reconciliation > MAT-RECO Q Search or type a command (Ctrl + G) Qs Helpy =—-pR 
MAT-RECO-2021-00001 - submittea View? << > Cancel 
2. Assigned To 
Company * Posting Date * 
+ 
Unico Plastics Inc. 04-30-2021 
@ Attachments 
Purpose * Posting Time * 
Attach File + 
Opening Stock 05:57:45 
vw Reviews z 
nerica/Los_Angele 
rs 
Edit Posting Date and Time 
& Shared With 
+ 
Items 
Tags No Item Code Quantity Valuation Rate 
Add a tag 
1 Plastic pellets B 360 $8.00 @ Edit 
Add Row Download Upload 
0 1) FOLLOW 
You edited this Difference Account Difference Amount 


Temporary Opening - UP 
You created this 


$ 2,880.00 


Note: Maintain Stock option should be enabled in Item master for this to work. 


2. How to Create a Stock Reconciliation to Reconcile Book and Physical Stock Count_ 


Stock Reconciliation is the process of counting and evaluating stock-in-trade, periodically and at year-end in order to value the total stock 
for preparing accounting statements. In this process, the actual physical stocks are checked and recorded in the system. The actual stocks and 


the stock in the system should be in agreement and accurate. If they are not, you can use the Stock Reconciliation tool to reconcile stock 


balance and value with actuals. 


To reconcile the stock: 


1. Go to the Stock Reconciliation list, click on New 


2. Select the Purpose as ‘Stock Reconciliation’. You can edit the posting Date and Time. 


Set Item Code, Warehouse. 


Nn oO oO F WwW 


Save and Submit. 


The Cost Center default will be ‘Main’, change if needed. 


The current Quantity and Valuation Rate will be fetched, change the quantity as required. 


The expense account in Difference Account will be set to ‘Stock Adjustment’ by default. 
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= MAT-RECO-2021-00002 . submittea 


& Shared With 


+ 
Items 
Seas No Item Code Warehouse 
Add a tag 
1 Plastic pellets B Stores - UP 
Add Row 
0-Qo FOLLOW 

You edited this Difference Account Difference Amount 
just now 

Stock Adjustment - UP $ 640.00 


You created this 
just now 


3. Features_ 
3.1 Upload Data Through Spreadsheet_ 
If you have a lot of items, you can upload the details via a spreadsheet. 


1. Download Template 


= New Stock Reconciliation - \io: seve« 


Items 


No. item Code Warehouse 
1 Plastic cane small Stores - UP 
2 Plastic pellets B Stores - UP 
3 Plastic pellets C Stores 3- UP 
4 Plastic bottle 700m! Stores 2 - UP 
Add Row 


2. Enter Data in CSV Template. 


Unico Plastics Inc. 04-30-2021 
@ Attachments 
Purpose * Posting Time * 
Attach File + 
Stock Reconciliation 05:59:42 
vy Reviews America/Los_Angeles 
+ 


Edit Posting Date and Time 


Quantity 


440 


Quantity 


24 


440 


Ba > Stock > Stock Reconciliation >» MAT-RECO-2021-00002 Q Search or type a command (Ctrl + G) QO Help» = PR 


View ¢ < > ih Cancel 


Valuation Rate 


$ 8.00 @ Edit 


Download Upload 


Open new Stock Reconciliation and click on Download button to download the template in CSV format. 


B > Stock » Stock Reconciliation >» new-stock-reconciliation-3 Q Search or type a command (Ctrl + G) Qa Help» PR 


Fetch Items from Warehouse save | 


Valuation Rate 
$ 9.67 @ Edit 
$ 8.00 @ Edit 
$0.00 @ Edit 


$ 3.00 @ Edit 


The CSV format is case-sensitive. Do not edit the headers which are pre-set in the template. In the Item Code and Warehouse column, enter 


exact Item Code and Warehouse as created in your ERP account. For quantity, enter the stock level you wish to set for that item, in a specific 


warehouse. 
‘Bulk Edit Items 

! ! 
| Barcode —_ - | Item Code Item Name Warehouse —§ Quantity | Valuation Rate Amount Allow Zero Valuation Rate | Serial No | Batch No | Current Qty | Current Serial No | Current Valuation Rate 
barcode item_code item_name ‘warehouse aty valuation_rate amount allow_zero_valuation_rate | serial_no | batch_no  current_qty | current_serial_no | current_valuation_rate 
The CSV format is case sensitive 


|Do not edit headers which are preset in the template 


= Plastic cane small Plastic cane small_| Stores - UP 24 9.666667 | 232.000008 | 24) | 9.666667 
Plastic pellets B Plastic pelletsB —_| Stores - UP. 440 8 3520 440 8 
ie Plastic pellets C Plastic pellets C ‘Stores 3 - UP. | | 
Plastic bottle 700ml | Plastic bottle 700m! | Stores 2 - UP a4) 3) 252 84 3 


3. | Upload the CSV file with the data by clicking on ‘Upload’ button. 
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Ba > Stock » Stock Reconciliation >» new-stock-reconciliation-3 


= New Stock Reconciliation - No: seves 
Items 
No. Item Code Warehouse 
1 Plastic cane small Stores - UP 
2 Plastic pellets B Stores - UP 
3 Plastic pellets C Stores 3- UP 
4 Plastic bottle 700m! Stores 2 - UP 
Add Row 
4. Review, Save and Submit. 
B > Stock >» Stock Reconciliation > new-stock-reconciliation-3 
= New Stock Reconciliation - so: soves 
Items 
No Item Code Warehouse 
4 Plastic cane small Stores - UP 
2 Plastic pellets B Stores - UP 
3 Plastic pellets C Stores 3- UP 
4 Plastic bottle 700m! Stores 2- UP 
Add Row 


Difference Account 


Stock Adjustment - UP 


Accounting Dimensions 


Cost Center 


5. | Check Stock Ledger Report for updated stock balance. 


B > Stock 


Stock Ledger 
Unico Plastics Inc. 04-30-2021 04-30-2021 Warehouse 
B Brand MAT-RECO-2021-00003 Project 
Date Item Item Name Stock U... In Qty Out Qty Balance Qty 
4 04-30-2021 06:17:... Plastic cane... Plastic cane... Nos 0.000 0.000 
2 04-30-2021 06:17:... Plastic pelle... Plastic pelle... Nos 0.000 0.000 
3 04-30-2021 06:17:... Plastic pelle... Plastic pelle... Nos 0.000 0.000 
4 04-30-2021 06:17:... Plastic bottl... Plastic bottl.... Nos 0.000 0.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


3.2 Get Stock Balance and Valuation as of Specific Date and Time_ 


update the Quantity and Valuation Rate as needed. 


Q Search or type a command (Ctrl + G) Q 


Q Search or type a command (Ctrl + G) 


Help» PR 


Fetch Items from Warehouse save | 


Quantity Valuation Rate 
24 $967 Edit 

440 $8.00 2 Edit 

0 $0.00 ¢ Edit 

84 $3.00 2 Edit 


Download 


OQ Help» = PR 


Fetch Items from Warehouse [save | 


Quantity Valuation Rate 
24 $9.67 @ Edit 
440 $ 8.00 @ Edit 
0 $0.00 @ Edit 
84 $ 3.00 @ Edit 
Download Upload 
Ly 
Q Search or type a command (Ctrl + G) Q Help» PR 
Create Card Set Chart ie] 
te tem Jp 
ide UOM 
Voucher # Warehouse Item Group Brand 
MAT-RECO-2021-0... Stores - UP All Item Gro... 
MAT-RECO-2021-0... Stores - UP Raw Material 
MAT-RECO-2021-0... Stores 3 - UP Raw Material 
MAT-RECO-2021-0... Stores 2 - UP All Item Gro... 


Execution Time: 0.019789 sec 


You can import the stock balance and valuation as of specific date and time from a selected Warehouse by clicking on Items button. You can 
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B > Stock >» Stock Reconciliation >» new-stock-reconciliation-4 Q Search or type a command (Ctrl + G) Q Help v PR 


New Stock Reconciliation § ~ No: sevec Fetch Items from Warehouse Save 


Items 
Valuation Rate 
1 ? Edit 


Add Row Download Upload 


Difference Account 


Temporary Opening - UP Ly 


Accounting Dimensions 


Cost Center 


Main - UP 


3.3 Using barcode scanner to scan physical inventory 
If you have configured barcodes for your items you can use a barcode scanner to reconcile physical quantities. To do this follow these steps: 
1. Set default warehouse 
2. Enable "Scan Mode" this will disable fetching existing quantity and let you add quantities by incrementally scanning items. 
3. Click on "Scan Barcode" field and use your barcode scanner to send input. Reconciliation items table will will keep getting updated 
as you scan items. Following video demonstrates this process. 


Default Warehouse 


Stores - WP 
Scan Barcode en Mode 
in Disables auto-fetching of existing quantity 
cl 
Items 
No. Item Code * Warehouse * Quantity Valuation Rate tc 
No Data 
Add Row Download = Upload 


4. How Stock Reconciliation Works_ 

Once a stock reconciliation is posted to update the quantity on specific date and time for an item in a warehouse, it will not be modified by 
subsequent stock transactions even if such transactions have a posting date which is prior to the stock reconciliation date. In other words, 
backdated entries will not change the stock numbers after a Stock Reconciliation entry is posted. 

Examples are as follows. 

4.1 For non-serialized Items_ 

Consider an item with code 'ABCOO1' in a ‘Mumbai’ warehouse. Let's assume that stock as on 10th January is 100 units. Stock Reconciliation 


is made on 12th January to set stock balance to 150 units. 


Stock Ledger would look as shown below: 


Balance Qty/Voucher Type 
10/01/2014 Purchase Receipt 


12/01/2014 Stock Reconciliation| 


If a new Purchase Receipt entry is made on 5th January 2014, which is prior to the date of Stock Reconciliation entry, Stock Ledger would look 


as shown below. 
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Balance Qty/Voucher Type 
05/01/2014 Purchase Receipt 


10/01/2014 Purchase Receipt 
12/01/2014 | iso [stock Reconciliation| 


As you can see, the Balance Qty as on 10th January got updated from 100 to 120. But the Balance Qty as on 12th January did not get updated 


from 150 to 170. 

4.2 For Serialized Items_ 

For an Item, ITEM-00225 that has has the 6 serial nos HJFO0020, HJFO0021, HJFO0022, HJFOO023, HJFO0024, HJFO0025 with valuation rate as 
530 per serial no. At the end of the year, the user has come to know that they have only 3 Serial Nos against that item with Valuation Rate 
620. So to remove the old serial nos HJFOO020, HJFOO021, HJFOO022, HJFOO023, HJFOO024, HJFO0025 and add the new serial nos with new 
Valuation Rate, Stock Reconciliation can be used as follows: 

Select the item ITEM-00225 in the stock reconciliation, on the selection of the Item the system will auto pull the existing serials nos. Then set 
Qty as 3, Valuation Rate as 530 and serial no as HJFO0026, HJFOO027, HJFO0028. 


B Stock Stock Reconciliation a: Settings + Help~ 9 99+ 
Editing Row #1 


Item Code Quantity 
ITEM-00225 3 

Item Name Valuation Rate 
ITEM-00225 620.00 

Warehouse Amount 


Nagpur - |AM % 1,860.00 


SERIAL NO AND BATCH 


Serial No 


HJFO0026 
HJFO0027 
HJFO0028 


BEFORE RECONCILIATION 

Current Qty Current Valuation Rate 
6 % 530.00 

Current Serial No Current Amount 


HJFO0025 % 3,180.00 
HJFO0024 
HJF00023 
HJF00022 
HJFO0021 
HJF00020 


Quantity Difference Amount Difference 


-3 % -1,320.00 


GB ~ Ctrl + Up, Ctrl + Down, ESC 


Before reconciliation, the valuation rate was 530 and the available qty was 6, so the total stock value was 3,180. After reconciliation, the 
valuation rate has changed to 620 and available qty changed to 3, so the new stock value becomes 1,860. To adjust the stock value in the 
accounting, the system has credited extra amount 3,180 - 1,860 = 1,320 to Warehouse's account and debited to stock adjustment account. 
The GL entries for the above entry is as follows: 


To view GL entries, click on button View > Accounting Ledger 
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Ind Aust Maritime 


Show Opening Entries 


Posting Date | Account 


1 Opening 

2 = 10-06-2019 Nagpur - IAM 

3 = 10-06-2019 Stock Adjustment - IAM 
4 Total 


5 Closing (Opening + Total) 


Stock Balance 


10-05-2019 10-06-2019 


Balance Qty Balance Value Opening Qty 


3.000 0.000 


3.000 % 1,860.00 0.000 


General Ledger 


Ind Aust Maritime 


Show Opening Entries 


Posting Date Account 


1 Opening 

2 = =10-06-2019 Nagpur - |AM 
3 10-06-2019 Nagpur - |AM 
4 Total 


5 Closing (Opening + Total) 


4.3 For Batch Items_ 


quantity. 


10-06-2019 


Debit (INR) 


0.000 
0.000 
1,320.000 
1,320.000 


1,320.000 


Opening Value 


0.000 


Credit (INR) 


0.000 


1,320.000 


0.000 


1,320.000 


1,320.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


‘Show Variant Attributes 


In Qty 


9.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


01-01-2014 


Debit (INR) 


0.000 
0.000 
3,180.000 
3,180.000 


3,180.000 


Credit (INR) 


0.000 
1,320.000 
0.000 
1,320.000 


1,320.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


The stock balance after submission of the stock reconciliation: 


10-06-2019 


Balance (INR) Voucher Type 


0.000 


-1,320.000 Stock Reconcilia... 


1,860.000 Stock Entry 


1,860.000 


10-06-2019 SR/00018 
Group by Voucher (Consolic 
Balance (INR) Voucher Type Voucher No Against Account _ Party Type 
0.000 
-1,320.000 Stock Reconcilia... SR/00018 Stock Adjustmen... 
0.000 Stock Reconcilia... SR/00018 Nagpur - |AM 
0.000 
0.000 
Execution Time: 0.1 sec 
Menu + Refresh 
ITEM-00225 Nagpur - |AM 
In Value Out Qty  OutValue ValuationRate ReorderLevel ReorderQty Company 
5,040.000 6.000 3,180.000 % 620.00 0.000 0.000 Ind Aust Mari... 
5,040.000 6.000 3,180.000 % 620.00 0,000 0.000 


Execution Time: 0.1 sec 


The general ledger for the warehouse account Nagpur after submission of the stock reconciliation: 


Menu Refresh 


ver nar 
Nagpur - IAM 
Group by Voucher (Consolic 

Voucher No Against Account _— Party Type 


SR/00018 Stock Adjustmen... 


STE-00197-1 Cost of Goods S... 


Execution Time: 0.1 sec 


Stock reconciliation for batch items will be used to add a new batch or to update the quantity of the existing batch. For example, the batch 


JHGJHO0003 has the current quantity as 60 but if the user wants to make it 100 then by using stock reconciliation, user can update the batch 
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B Stock Stock Reconciliation 


Editing Row #1 


Item Code 

OnePlus 3T: OnePlus 3T (Gunmetal, 64GB) 
Item Name 

OnePlus 3T (Gunmetal, 64GB) 
Warenouse 


Bandra Store - GTPL 


SERIAL NO AND BATCH 


BEFORE RECONCILIATION 
Current Qty 
60 


Quantity Difference 


40 


G3 - Ctrl + Up, Ctrl + Down, ESC 


Batch-Wise Balance History 
01-04-2019 10-06-2019 
Item Item Name Description Warehouse 


3 = OnePlus 3T OnePlus 3T (Gunmetal... OnePlus 3T (Gunmetal... Bandra Store... 


QUICK STOCK BALANCE 


specified warehouse, on the specified date. 


To access this tool, go to: 
Home > Stock > Tools > Quick Stock Balance 


1. Using Quick Stock Balance_ 


JHGJHO0003 


JHGJHOO003 


Quantity 
100 
Valuation Rate 
% 10,000.00 
Amount 


% 1,000,000.00 


Batch No 
JHGJHO0003 


Current Valuation Rate 
% 10,000.00 
Current Amount 


% 600,000.00 


Amount Difference 


% 400,000.00 


Batch-Wise Balance History report after submission of the stock reconciliation: 


In Qty 


160.000 


It comes in handy during audits, while verifying stock details before transactions, etc. 


Settings ~ 


Out Qty Balance Qty UOM 


100.000 Nos 


Set Chart 


Quick Stock Balance is a tool that can be used to quickly retrieve the current stock balance (quantity) and value of an item, in the 


Item and Warehouse are the basic fields required to fully utilize Quick Stock Balance. Item Barcode can also be used to fetch stock details. 
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B > Stock > Quick Stock Balance Q Search or type a command (Ctrl + G) Q Help» PR 


Quick Stock Balance - Noi seves Stock Balance Report 


Warehouse * 


Item Name 

Stores 2 - UP Plastic bottle 700m! 
Date * Item Description 

04-23-2021 


Plastic bottle 700ml 


Item Barcode 


Item Code * 
Plastic bottle 700m! 

Available Quantity Stock Value 
84 $ 252.00 


You can opt to select a different warehouse or date. The stock value and quantity, will be fetched real-time according to the specified values. 


You can also view the Stock Balance report by clicking on ‘Stock Balance Report’ . It will redirect you to the report with the Item and Warehouse 


filters populated. 
B > Stock Q Search or type a command (Ctrl + G) Qa Help» PR 


Stock Balance Create Card Download Report SetChart G 


Unico Plastics Inc. 03-22-2021 04-22-2021 tem Plastic bottle 700m! Stores 2 - UP 


1clude UOM Show Variant Attributes Show Stock Ageing Data 


® This report was generated just now. To get the updated report, click on Rebuild. See all past reports. 


Item Item Name Item Group Warehouse Stock U... Balance Qty Balance V. Opening ... Opening Val... In Qty In Value Out Qty ¢ 
1 Plastic bottl... Plastic bottle 700mI Allltem Gro... Stores2-UP Nos 84.000 $ 252.00 0.000 $ 0.00 84.000 252.000 0.000 

Total 84.000 $252.00 0.000 $0.00 84.000 252.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.1 sec 


SALES RETURN 


A sold Item being returned is known as a Sales Return. 


Businesses often return goods that are already sold. They could be returned by the customer due to quality issues, non-delivery on the agreed 


date, or any other reason. 

1. Prerequisites" 

Before creating and using a Sales Return, it is advised that you create the following first: 
° Item 


e Sales Invoice or Delivery Note 


2. How to create a Sales Return_ 


1. First open the original Delivery Note / Sales Invoice, against which Customer returned the Items. 
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= Archie - rosii 


2. Assigned To 


+ 


@ Attachments 


B > Stock > Delivery Note > MAT-DN-2021-00002 


Connections ~ 


Q Search or type a command (Ctrl + G) 


Shipment 


Installation Note 


Sales Return 


Status > 


Cancel 


Attach File + Delivery To Delivery Trip 
vy Reviews Customer * Date * Sales Invoice 
+ Archie 04-23 Subscription 


& Shared With 


+ 


® Tags 
Add a tag 


2. 


B > Stock > Delivery Note >» MAT-DN-2021-00003 


Posting Time * 
04:42:48 
America/Los_Angeles 


Is Return 


Then click on ‘Create > Sales Return’, it will open a new Delivery Note with 'Is Return’ checked, Items, Rate, and taxes will negative 


numbers. 


Q Search or type a command (Ctrl + G) Qa Help» PR 


= Archie - drat <|l>|l@ 
Items 
No. Item Code Quantity UOM Rate Amount 
1 ®@ Shaving brush “5 Unit $7.00 $ -35.00 @ Edit 
Add Multiple Add Row Download Upload 
Total Quantity Total Net Weight 
“6 i) 
Total (USD) 
$ -35.00 
3. You can also create the return entry against the original Sales Invoice, to return stock along with credit note, check "Update Stock" 


option in Return Sales Invoice. 


B > Accounting > Salesinvoice >» new-sales-invoice-2 Q Search or type a command (Ctrl + G) Qa Help» PR 
= New Sales Invoice - voi seve [save | 

Items 

Update Stock 
Items 
No. Item Quantity Rate Amount 
1 Shaving brush 5 $7.00 $-35.00 @ Edit 
Add Multiple Add Row Download Upload 


On submission of Return Delivery Note / Sales Invoice, the system will increase stock balance in the mentioned Warehouse. To 


maintain correct stock valuation, stock balance will go up according to the original purchase rate of the returned items. 
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B > Stock 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


in the Accounting Ledger. 
B > Accounting 


General Ledger 


Unico Plastics Inc. 04-23-2021 


Consider Accounting Show Opening Entries 


Dimensions 

Posting ... Account Debit (USD) Credit (US. v 
1 Opening 0.000 0.000 
2 04-23-20... Debtors - UP 35.000 0.000 
3 04-23-20... Sales- UP 0.000 35.000 
4 Total 35.000 35.000 
5 Closing (Opening + Total) 35.000 35.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). 


with stock balance as per Stock Ledger. 
3. Impact on Stock Return via Delivery Note_ 


On Creating a Sales Return against a Delivery Note: 


B > Stock > Delivery Note > MAT-DN-2019-00007 


= Archie - Return issued 
Status ~ 


Status * 


Return Issued 


% Installed 
100% 


% of materials delivered against this Delivery Note 


PURCHASE RETURN 


Stock Ledger 
Unico Plastics Inc. 04-21-2021 04-23-2021 
MAT-DN-2021-00001 
Date Item item Name Stock U... In Qty Out Qty 
1 04-21-2021 05:16:... Shaving bru... Shaving bru... Nos 0.000 -5.000 


Group by Voucher (Consol 


Include Default Book Entries 


Balance (USD) 


0.000 
35.000 
0.000 
0.000 


0.000 


Q Search or type a command (Ctrl + G) 


Set Chart 


Balance Qty Voucher # 


45.000 MAT-DN-2021-000... 


Q Search or type a command (Ctrl + G) 


Create Card 


04-23-2021 Accoun 


Show Cancelled Entries 


Voucher Type Voucher No 


Sales Invoice ACC-SINV-2021-00003 


Sales Invoice ACC-SINV-2021-00003 


e The original Delivery Note's status is changed to Return Issued if 100% returned: 


Q Search or type a command (Ctrl + G) 


% Returned 


100% 


A purchased Item being returned is known as a Purchase Return. 


Create Card 


Warehouse 


Stores - UP 


Set Chart 


Against Acco... 


Sales - UP 


Archie 


Status ¢ 


5. In case of Return Sales Invoice, Customer account will be credited and associated income and tax account will be debited as shown 


G 


If Perpetual Inventory is enabled, the system will also post accounting entry against warehouse account to sync warehouse account balance 


e The Returned Quantity in the original Delivery Note along with any Sales Order linked to it, is updated. 


< 


With the Purchase Return feature, you can return products to the Supplier. This may be on account of a number of reasons like defects in 


Brand 


Item Group 


Products 


Execution Time: 0.015817 sec 


ra 


Help» PR 


ACC-SINV-2021-00003 


Party Type Party 


Customer Archie 


Execution Time: 0.020028 sec 


Cancel 
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goods, quality not matching, the buyer not needing the stock, etc. 

1. Prerequisites" 

Before creating and using a Purchase Return, it is advised that you create the following first: 
° Item 
e Purchase Invoice 

Or 

Purchase Receipt 

2. How to create a Purchase Return_ 


1. First open the original Purchase Receipt, against which supplier delivered the Items. 


B > Stock > Purchase Receipt >» MAT-PRE-2021-00008 Q Search or type a command (Ctrl + G) OQ Help» = PR 


= Parkpens - tsi View > Status > Cancel 


Purchase Return 


&, Assigned To 


+ Connections ~ Make Stock Entry 


@ Attachments Purchase Invoice 


Attach File + Supplier * Date * Retention Stock Entry 
ty Reviews bails O82 202 Subscription 
+ Posting Time * 
05:31:49 


& Shared With 


America/Los_Angeles 


+ 
Apply Putaway Rule 
® Tags 
Is Return 

Add a tag 

2. Click on ‘Create > Return’, it will open a new Purchase Receipt with 'Is Return’ checked. Items, Rate, and taxes will negative numbers. 
B > Stock > Purchase Receipt >» new-purchase-receipt-2 Q Search or type a command (Ctrl + G) ray Help» PR 
= New Purchase Receipt - Nor saves save] 

Items 
No. Item Code Accepted Quantity Rate Accepted Warehouse 
1 Pen blue -4 $3.00 Stores- UP @ Edit 
Add Multiple Add Row Download Upload 
Total Quantity Total Net Weight 
-4 0 
Total (USD) 
$ -12.00 
3. On submission of Return Purchase Return, the system will decrease item quantity from the mentioned Warehouse. To maintain 
correct stock valuation, stock balance will also go up according to the original purchase rate of the returned items. 
B > Stock Q Search or type a command (Ctrl + G) ray Help» PR 
Stock Ledger Set Chart CreateCard G 
Unico Plastics Inc. 04-23-2021 04-23-2021 Warehouse tem Item G 
Batch N Brand MAT-PRE-2021-00009 oject ide M 
Date Item Item Name Stock U... In Qty Out Qty Balance Qty Voucher # Warehouse Item Group Brand 
1 04-23-2021 05:33:... Pen blue Pen blue Nos 0.000 -4.000 300.000 MAT-PRE-2021-00... Stores - UP All Item Gro... 
For comparison, use >5, <10 or =324., For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.019318 sec 
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4. — Inthe Accounting Ledger, the Stock In Hand account will be credited and the Stock Received but Not Billed account will be debited. 


B > Accounting Q Search or type a command (Ctrl + G) ray Help v PR 
General Ledger CreateCard  SetChart  G 
Unico Plastics Inc. r k 04-23-2021 04-23-2021 MAT-PRE-2021-00009 


Group by Voucher (Consol 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 04-23-20... Stock In Hand - UP 0.000 12.000 -12.000 Purchase Recei... MAT-PRE-2021-00009 Stock Received. 
3 04-23-20... Stock Received But Not ... 12.000 0.000 0.000 Purchase Recei... MAT-PRE-2021-00009 Stock In Hand .. 
4 Total 12.000 12.000 0.000 
5 Closing (Opening + Total) 12.000 12.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Ti 


If Perpetual Inventory enabled, the system will also post accounting entry against warehouse account to sync warehouse account balance with 
stock balance as per Stock Ledger. 
3. Impact on Stock Return via Purchase Receipt_ 
On Creating a Purchase Return against a Purchase Receipt: 
e = The Returned Quantity in the original Purchase Receipt along with any Purchase Order linked to it, is updated. 


e The original Purchase Receipt's status is changed to Return Issued if 100% returned: 


B > Stock > Purchase Receipt >» MAT-PRE-2021-00008 Q Search or type a command (Ctrl + G) Q | Help» =PR 


= Parkpens. - Returnissued View > Status 2 < > & Cancel 


More Information ~ 


Status * % Amount Billed 
Return Issued 0% 
% Returned 


100% 


Is Internal Supplier 


INVENTORY DIMENSION 


Inventory dimensions in ERP are used to track an inventory with multiple parameters. By default, ERP allows to track an inventory using 
warehouses, batches, and serial numbers. If users want to track inventory with custom parameters then they can configure it using the Inventory 
Dimension feature. The user gets an option to select the Inventory Dimension on respective inventory documents as well in the stock ledger 
and stock balance report. With this feature, you can view dimension-wise stock ledger and stock balance reports. 

To access the Inventory Dimension list, go to: 

Stock > Settings > Inventory Dimension 


Create Inventory Dimension_ 
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B > Stock > Inventory Dimension > new-inventory-dimension-1 


= New Inventory Dimension - not savea 


Dimension Details Applicable For Documents 


Dimension Name * 


Shelf 


Reference Document * 


Shelf 


Applicable For Documents_ 


Apply to All Inventory Documents_ 


B > Stock > Inventory Dimension > new-inventory-dimension-1 


= New Inventory Dimension - not savea 


Dimension Details Applicable For Documents 


Apply to Alll Inventory Document Types 


Type of Transaction 


v 
Inward 
Outward 


fields exist. 


Apply to Specific Document_ 


B > Stock > Inventory Dimension > Target Rack 


= Target Rack « cnabied 


2, Assigned To 
Stock transactions exists against this dimension, user can not update document. 


ms 
@ Attachments 


Dimension Details Applicable For Documents 


Attach File + 
Apply to All Inventory Document Types 


& Shared With 
Applicable to Document * 


+ 
Stock Entry Detail 
® Tags 
@ |s Child Table 
Add a tag 
Applicable Condition Examples ~ 
90-Qo FOLLOW 


Child Document 


You edited this 
6 minutes ago To access parent document field use parent.fieldname and to access child 


table document field use doc.fieldname 
You created this 


3 weeks ago 
Example: parent.doctype == "Stock Entry" and doc.item_code == "Test" 


@ Create a new record and select the Reference Document which you want to use as a custom Inventory Dimension. 


e You can select any non-child document in the reference document. 


e Next, the user has to put the dimension name against which the system will create a custom link field in the Applicable Documents. 


e It will be used to select the custom Dimension in the inventory-related documents. 
e For example, the user has created Inventory Dimension with the name "Shelf" and enabled "Apply to All Inventory Document Types". 


Then the system will create the custom link field with the name "Shelf" in the inventory documents where Batch No and Serial No 


e If the user wants to add Inventory Dimension to a specific document then they have to disable the checkbox "Apply to All Inventory 


Document Types" and select the respective document in the "Applicable to Document" field. 


e Also if you want to add Inventory Dimension for a specific condition like for stock entry type Issue you want separate dimension as 


"From Shelf" and stock entry type Material Receipt you want separate dimension as "To Shelf" then that can be possible using 


Q Search or type a command (Ctrl + G) a 


Disabled 


Q Search or type a command (Ctrl + G) at Help» A 


Q Search or type a command (Ctrl + G) rat 


Applicable Condition 


parent.purpose == ‘Material Receipt’ 


Expand 


Non Child Document 


To access document field use doc.fieldname 


Example: doc.doctype == "Stock Entry" and doc.purpose == “Manufacture” 
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B > Stock 


Stock Balance 


Default Source Warehouse 


"Applicable Condition" 


Use of Inventory Dimension_ 


B > Stock > Stock Entry > new-stock-entry-1 


Sets 'Source Warehouse’ in each row of the items table. 


Items 


Add Multiple 


Source 


Targe 


Add Row 


Update Rate and Availability 


Stock Balance Report. 


Frappe Technologies 19-06-2022 
Item Item Name Item Group 
1 Test item Test Item All Item Gro... 
2 Test item Test Item All Item Gro... 
Total 
Stock Ledger Report_ 
B > Stock 
Stock Ledger 
Frappe Technologies 17-05-2022 
Date Item Item Name 
4 17-05-2022 20:42:... Test Item Test Item 
2 21-06-2022 14:15:... Test Item Test Item 
3 21-06-2022 14:45:... Test Item Test Item 


Stock Balance and Stock Ledger Report_ 


t Item Code * 


ledgers with selected inventory dimensions. 


eee °°") 


Pune 


Wareh 


Mumbai 


Stores Nagpur 


Work It 


Pune 
19-07-2022 
Stock U... Rack 
Nos Rack 1 
Nos 
Nos 


kU... 


Shelf 


Pune 


Pune 


200.000 


200.000 


0.000 


e = Applicable Condition only can be visible if "Apply to All Inventory Document Types" is disabled 


e You can also use the "Type of Transaction" with options such as Inward or Outward for a condition. 


Q Search or type a command (Ctrl + G) a Help v A 


Edit Posting Date and Time 


Inspection Required 


From BOM 


aty* 


@ Once the Inventory Dimension is created system will create the custom field in respective documents 
e —_User gets an option to select the Inventory Dimension in the respective transaction. 


e For example, if the user has added Inventory Dimension as "Shelf" in the Stock Entry Detail document. Then in the stock entry, the 


child table user gets an option to select shelf (see above image). Post submission of the stock entry system will create the stock 


e Users can able to filter the Stock Balance and Stock Ledger report using Inventory Dimension 


e With this feature, users can able to see Inventory Dimension wise available quantity 


Q Search or type a command (Ctrl + G) a Help v A 


Show Variant Attributes Show Stock Ageing Data 
Balance Qty Balance V... Opening ... Opening Val... In 
198.000 INR 19,800.00 200.000 INR 20,000.00 C 
200,000 INR 20,000.00 0.000 INR 0.00 20¢ 
398.000 INR 39,800.00 200.000 INR 20,000.00 200 
Q Search or type a command (Ctrl + G) a Help v A 


Out Qty 


Basic Amount Shelf 
2 Edit 


Download Upload 


Create Card SetChart GC 


CreateCard SetChart © 


Pune 


Balance Qty Voucher # Warehouse 


200.000 |MAT-STE-2022-00.. Stores - FT 
400.000 |MAT-STE-2022-00... Work In Progress - FT 


398.000 |MAT-STE-2022-00.. Stores - FT 
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DELIVERY TRIP 


A Delivery Trip records Customer Deliveries in one vehicle. 


1. How to create a Delivery Trip_ 


Set the date, departure date and time. 


Pp oe § 


B > Stock » Delivery Trip > MAT-DT-2021-00001 
= Benny oder 


Delivery Stops 


Delivery Stop 


No. Customer Address Name 
1 « Jerry Jerry-Billing 
Add Row 
Calculate Estimated Arrival Times 
Use Google Maps Direction API to calculate estimated arrival times 


Optimize Route 


Soogle Maps Direction API to optimize route 


5. Save and submit. 


B > Stock » Delivery Trip » MAT-DT-2021-00001 


= Benny : brett 


& Assigned To 
Submit this document to confirm 
+ 


@ Attachments 
Company * 


Attach Fil + - 
gait Unico Plastics Inc. 
vy Reviews 


+ 


Delivery Details 
2 Shared With 


* Driver * 
HR-DRI-2021-00001 
® Tags 
Add a tag Driver Name 
Benny 
2. Features_ 


2.1 Calculate Estimated Arrival Times_ 


Google Maps. 


2.2 Optimize Route_ 


1. Goto: Stock > Stock Transactions > Delivery Trip > New 


Select the Driver and Vehicle, create both if not present. 


Using Google Maps, the best route for the deliveries will be calculated. 


Multiple stops can also be added and Submitted Delivery Note can be tagged per Customer. 


A Delivery Trip can be created from a Delivery Note by clicking on ‘Create > Delivery Trip’. 


Q Search or type a command (Ctrl + G) 


Get customers from = < > 


Lock Delivery Note 


MAT-DN-2021-00006 


Estimated Arrival 


04-29-2021 20:11:22 


Q Search or type a command (Ctrl + G) 


Get customers from = < > 


Initial Email Notification Sent 


Vehicle * 


Truck H1 


Departure Time * 
04-28-2021 07:29:00 


America/Los_Angeles 


Add customers for delivery stops, the address will be fetched if already set. Customers can also be fetched by clicking on ‘Get 


customers from > Delivery Note’. Additional Delivery Stops can be added by clicking on the Add Row button before submitting: 


Q 


If the Customer address and the Driver address are set, you can calculate the estimated arrival time for the deliveries. This data is fetched from 


Help» PR 


@ Edit 
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PROJECTED QUANTITY 


Projected Quantity is the level of stock that is predicted for a particular Item based on the current stock levels and other requirements. 
It is the quantity of gross inventory that includes supply and demand in the past which is done as part of the planning process. 

The projected inventory is used by the planning system to monitor the reorder point and to determine the reorder quantity. The projected 
Quantity is used by the planning engine to monitor the safety stock levels. These levels are maintained to serve unexpected demands. 


Having tight control of the projected inventory is crucial to determine shortages and to calculate the right order quantity. 
B > Stock Q Search or type a command (Ctrl + G) OQ Helpy PR 


Stock Projected Qty CreateCard  SetChart G 


Unico Plastics Inc. 


Item Code Item Name Description Item Group Brand Warehouse UOM Actual Qty Planned... Requested . Or 
1 Flask 1L Flask 1L Flask 1L All Item Gro. LSR2 shelf 1 - Nos 80.000 0.000 0.000 
2 = Flask 1L Flask 1L Flask 1L All Item Gro. Stores - UP Nos 150.000 0.000 0.000 
3 Immersion arm 9ft Immersion a. Immersion arm 9ft All Item Gro... Stores - UP Nos 3.000 0.000 0.000 
4 Infuser bottle 500 Infuser bottl, Infuser bottle 500 Products Stores 2 - UP Nos 10.000 0.000 0.000 
5 Lunch box Lunch box Lunch box All Item Gro. LSR2 shelf 2 - Nos 80.000 0.000 0.000 
6 Lunch box Lunch box Lunch box All Item Gro. Stores - UP Nos 200.000 0.000 0.000 
7 Mineral water Mineral water Mineral water All Item Gro. Stores - UP Nos 600.000 0.000 0.000 
8 Office chair 01 Office chair Office chair 01 All Item Gro. Stores - UP Nos 200.000 0.000 0.000 
9 Pen blue Pen blue Pen blue All Item Gro. Stores - UP Nos 295.000 0.000 0.000 
10 Plastic beads Plastic beads Plastic beads Raw Material Dock - UP Nos 0.000 0.000 0.000 
11 Plastic beads Plastic beads Plastic beads Raw Material Stores - UP Nos 55.000 0.000 0.000 
12 Plastic beads Plastic beads Plastic beads Raw Material Stores 2 - UP Nos 25.000 0.000 0.000 


The formula to calculate projected quantity is as follows: 
Projected Qty = Actual Qty + Planned Qty + Requested Qty + Ordered Qty - Reserved Qty - Reserved Qty for Production - Reserved Qty for 
Subcontracting 
e = Actual Qty: Quantity available in the Warehouse. This is the actual physical stock you have. 
e Planned Qty: Quantity, for which, Work Order has been raised, but is pending to be manufactured. 
e@ Requested Qty: Quantity requested via a Material Request. It is added on submission of Material Request and subtracted when 
Purchase Order/Work Order/Stock Entry is created against it based on the Material Request type. 


e =©Ordered Qty: Quantity ordered for purchase (Purchase Order), but not received (via a Purchase Receipt or a Purchase Invoice. 


e Reserved Qty: Quantity ordered for sale by your Customer (Sales Order), but not delivered (via a Delivery Note). This quantity 
increases when a Sales Order is submitted and decreases when a Delivery Note or Sales Invoice is created against that Sales Order 
is submitted. 

e Reserved Qty for Production: Raw materials are reserved on submission of Work Order and is reduced when raw materials are 


transfered to Work in Progress warehouse via a Stock Entry. 


e Reserved Qty for Subcontracting: Raw materials reserved when a subcontracting Purchase Order is submitted. When raw materials 


are transfered to Supplier Warehouse via a Stock Entry, this quantity reduces. To know more about subcontracting click here. 


PERPETUAL INVENTORY 


As per the perpetual inventory system, accounting entry is done for every stock transaction. Otherwise, it's done in larger intervals for example 
monthly or quarterly. Each warehouse is linked with a corresponding account head. 

On receipt of items in a particular warehouse, the balance in the Warehouse Account will increase. Similarly, when items are delivered from 
the Warehouse, an expense will be booked, and the balance in the Warehouse Account will reduce. 


1. How to activate perpetual inventory_ 


oo, P.O.Box 128448, Dubai, United Arab Emirates 
MAN ENERGY - 861 - man.energy 800696 


1. Activate Perpetual Inventory: 


B > Company > Unico Plastics Inc 
Unico Plastics Inc. 


Stock Settings 


Enable Perpetual Inventory 


Enable Perpetual Inventory For Non Stock Items 


Default Inventory Account 


Stock In Hand - UP 


Stock Adjustment Account 


Stock Adjustment - UP 


e Default Inventory Account (Asset) 
e@ = Stock Adjustment Account (Expense) 


e Cost Center 


with same name as Warehouse 


Home > Accounting > Company > Enable Perpetual Inventory 


e@ = Stock Received But Not Billed (Liability) 


e Expenses Included In Valuation (Expense) 


Q Search or type a command (Ctrl + G) a Help P 


Stock Received But Not Billed 


Stock Received But Not Billed - UP 


Service Received But Not Billed 


Expenses Included In Valuation 


Expenses Included In Valuation - UP 


Note that if you 


disable perpetual inventory, users will have to manage the account entries manually. 


2. Set up the following default accounts for each Company if not set. These accounts are created automatically in the new ERP accounts. 


3. _ If the user wants to set an individual account for each warehouse, create account head for each account. Go to: 


Accounts > Chart of Accounts > Company > Application of Funds (Assets) > Current Asset > Stock Assets > Create a new account 


Now, go to a warehouse and link this account to the warehouse. This helps in filtering and viewing statements warehouse-wise. 
4. For stock transactions, general ledger entries made against the Account Head set on the warehouse, if the user had not set the 
account for the warehouse then the system gets the account head from the parent warehouse. If Account was not set for parent 


warehouse then the system gets the account(Default Inventory Account) from the company master. 


2. Example_ 


Chart of Accounts: 
e Assets (Dr) 
e Current Assets 
e Accounts Receivable 
e Debtors 
e@ Stock Assets 
e Stores 
e Finished Goods 
e@ ~=Work In Progress 
e-Tax Assets 
e VAT 
e Liabilities (Cr) 
e = Current Liabilities 
e Accounts Payable 
e = Creditors 


e Stock Liabilities 


Consider the following Chart of Accounts and Warehouse setup for your company: 
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e@ Stock Received But Not Billed 
e-Tax Liabilities 
e@ Service Tax 
e Income (Cr) 
e Direct Income 
@ Sales Account 
e Expenses (Dr) 
e Direct Expenses 
@ Stock Expenses 
e Cost of Goods Sold 
e Expenses Included In Valuation 
e@ = Stock Adjustment 
e Indirect Expenses 
e@ = Shipping Charges 
e Customs Duty 
2.1 Warehouse - Account Configuration_ 
e Stores 
e ~=©Work In Progress 
e Finished Goods 
2.2 Purchase Receipt_ 
Suppose you have purchased 20 nos of item "RMO001" at $200 from supplier "Arcu Vel Quam Fabricators". Following are the details of 
Purchase Receipt: 


Supplier: Arcu Vel Quam Fabricators 


Items: 

Item Warehouse Qty Rate Amount Valuation Amount 
RMO0001 Stores 10 200 2000 2250 

Taxes: 

Account Amount Category 

Shipping Charges 100 Total and Valuation 

VAT (10%) 200 Total 

Customs Duty 150 Valuation 


Stock Ledger 


B > Stock Q Search or type a command (Ctrl + G) G Help v P 
Stock Ledger CreateCard SetChart G 
Unico Plastics Inc. 26-04-2021 26-04-2021 


MAT-PRE-2021-00002 ide 


Item Item Name Stock U.. In Qty Balance Qty Voucher # Warehouse Incoming R... Valuation R.. Balance Val... Voucher Type 


7 RMOOO1 RMOO01 Nos 10.000 10.000 MAT-PRE-2021-00. Stores - UP $ 210.00 $ 210.00 $2,100.00 Purchase Rec. 


For comparison, >5, <10 of =324. For ran 


e 5:10 (for values between 5 & 10) 


Execution Time: 0.01257 sec 


General Ledger 
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B > Accounting Q Search or type a command (Ctrl + G) Ga Help Pp 
General Ledger CreateCard  SetChart G 
Unico Plastics Inc. Fir > Book 26-03-2021 26-04-2021 


Group by Voucher (Consol : ’ 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 26-04-20... Freight and Forwarding .. 0.000 100.000 -100.000 Purchase Recei... MAT-PRE-2021-00002 Stock In Hand ... 
3 26-04-20... Stock In Hand - UP 2,100.000 0.000 2,000.000 Purchase Recei... MAT-PRE-2021-00002 Stock Received... 
4 26-04-20... Stock Received But Not .. 0.000 2,000.000 0.000 Purchase Recei... MAT-PRE-2021-00002 Stock In Hand ... 
5 Total 2,100.000 2,100.000 0.000 
6 Closing (Opening + Total) 2,100.000 2,100.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.013276 sec 


As stock balance increases through Purchase Receipt, "Store" accounts are debited and a temporary account "Stock Receipt But Not Billed" 
account is credited, to maintain double-entry accounting system. At the same time, the negative expense is booked in account head having 
category as "Valuation" or "Total and Valuation" in taxes and charges table for the amount added for valuation purpose, to avoid double 
expense booking. 

2.3 Purchase Invoice_ 

On receiving Bill from supplier, for the above Purchase Receipt, you will make Purchase Invoice for the same. The general ledger entries are 
as follows: 


General Ledger 


B > Accounting Q Search or type a command (Ctrl + G) Ga Help» Pp 
General Ledger CreateCard SetChat CG 
Unico Plastics Inc. ir Book 26-04-2021 26-04-2021 oun ACC-PINV-2021-00003 


Group by Voucher (Consol Currency 3 ¥ 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting... Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 26-04-20... Creditors - UP 0.000 2,000.000 -2,000.000 Purchase Invoice ACC-PINV-2021-00003 Stock Received... Supplier Arcu Vel Qu. 
3 26-04-20... Stock Received But Not .. 2,000.000 0.000 0.000 Purchase Invoice ACC-PINV-2021-00003 Arcu Vel Quam ... 
4 Total 2,000.000 2,000.000 0.000 
5 Closing (Opening + Total) 2,000.000 2,000.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.017685 sec 


Here "Stock Received But Not Billed" account is debited and nullified the effect of Purchase Receipt. 

2.4 Delivery Note_ 

Let's say, you have an order from "Utah Automation Services" to deliver 5 nos of item "RM0001" at $300. Following are the details of Delivery 
Note: 


Customer: Utah Automation Services 


Items: 

Item Warehouse Qty Rate Amount 
RMO0001 Stores 5 300 1500 
Taxes: 
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Consider Accounting 


Show Opening Entries 


Group by Voucher (Consol 


Include Default Book Entries 


Account Amount 
Service Tax 150 
VAT 100 
Stock Ledger 
B > Stock Q Search or type a command (Ctrl + G) Ga Help P 
Stock Ledger CreateCard  SetChart G 
Unico Plastics Inc. 26-04-2021 26-04-2021 ter 
B d MAT-DN-2021-00001 sci 
Item Name Warehouse Stock UOM Out Qty —_ Balance Qty Incoming Rate Voucher Type = Voucher # Balance Val... Valuation R... Descriptic 
1 RMOOO1 Stores - UP Nos -5.000 5.000 $210.00 Delivery Note MAT-DN-2021-000... $ 1,050.00 $ 210.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.009686 sec 
General Ledger 
B > Accounting Q Search or type a command (Ctrl + G) G Hep» =P 
General Ledger CreateCard  SetChart © 
Unico Plastics Inc. ir 26-04-2021 26-04-2021 MAT-DN-2021-00001 


Show Cancelled Entries 


Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 26-04-20... Cost of Goods Sold - UP 1,050.000 0.000 1,050.000 Delivery Note MAT-DN-2021-00001 Stock In Hand .. 
3 26-04-20... Stock In Hand - UP 0.000 1,050.000 0.000 Delivery Note MAT-DN-2021-00001 Cost of Goods ... 
4 Total 1,050.000 1,050.000 0.000 
5 Closing (Opening + Total) 1,050.000 1,050.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.019427 sec 


As an item is delivered from "Stores" warehouse, "Stores" account is credited and an equal amount is debited to the expense account "Cost 
of Goods Sold". The debit/credit amount is equal to the total valuation amount (buying cost) of the selling items. And the valuation amount 
is calculated based on your preferred valuation method (FIFO / Moving Average) or actual cost of serialized items. 
In this example, we have considered the valuation method as FIFO. 
Valuation Rate = Purchase Rate + Charges Included /n Valuation 
= 200 + (250 / 10) 
= 225 
Total Valuation Amount = 220*5 


= 1125 


2.5 Sales Invoice with Update Stock_ 
Let's say, you did not make Delivery Note against the above order and instead, you have made Sales Invoice directly, with "Update Stock" 
options. The details of the Sales Invoice are same as the above Delivery Note. 


Stock Ledger 


MAN ENERGY 
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B > Stock 


Stock Ledger 


Unico Plastics Inc. 26-04-2021 26-04-2021 


ACC-SINV-2021-00004 


Item Name Warehouse Stock UOM Out Qty Balance Qty Incoming R... Voucher Type 
1 RMO001 Stores - UP Nos -5.000 0.000 $210.00 Sales Invoice 
For comparison, use >5, <10 or =324, For ranges, use 5:10 (for values between 5 & 10) 
General Ledger 
B > Accounting 
General Ledger 
Unico Plastics Inc. Financ 26-04-2021 26-04-2021 


Group by Voucher (Consol 


y Type 


Consider Accounting Show Opening Entries Include Default Book Entries 


Dimensions 

Posting ... Account Debit (USD) Credit (USD) Balance (USD) 
1 Opening 0.000 0.000 0.000 
2 26-04-20... Cost of Goods Sold - UP 1,050.000 0.000 1,050.000 
3 26-04-20... Debtors - UP 1,750.000 0.000 2,800.000 
4 26-04-20... Sales - UP 0.000 1,500.000 1,300.000 
5 26-04-20... Service - UP 0.000 150.000 1,150.000 
6 26-04-20... Stock In Hand - UP 0.000 1,050.000 100.000 
7 26-04-20... VAT 10% - UP 0.000 100.000 0.000 
8 Total 2,800.000 2,800.000 0.000 
9 Closing (Opening + Total) 2,800.000 2,800.000 0.000 


Here, apart from normal account entries for an invoice, "Stores" and "Cost of Goods Sold" accounts are also affected based on the valuation 


amount. 


2.6 Stock Entry (Material Receipt) 


Currency 


Q Search or type a command (Ctrl + G) 


Item 


Voucher # 


ACC-SINV-2021-0... 


Q Search or type a command (Ctrl + G) 


Show Cancelled Entries 


Voucher Type 


Sales Invoice 
Sales Invoice 
Sales Invoice 
Sales Invoice 
Sales Invoice 


Sales Invoice 


Voucher No 


ACC-SINV-2021-00004 


ACC-SINV-2021-00004 


ACC-SINV-2021-00004 


ACC-SINV-2021-00004 


ACC-SINV-2021-00004 


ACC-SINV-2021-00004 


Gi Helpy oP 
Create Card Set Chart SG 
Item Group 
Description Brand 


Execution Time: 0.015169 sec 


Gi Helpy —P 
Create Card SetChart G 
ACC-SINV-2021-00004 
Pro 
Against Account Party Type Pp 
Stock In Hand - UP 
Sales - UP Customer L 


Utah Automation Services 


Utah Automation Services 


Cost of Goods Sold - UP 


Utah Automation Services 


man.energy 800895 


Items: 
Item Target Warehouse Qty Rate Amount 
RMOO001 Stores 50 220 11000 
Stock Ledger 
B > Stock Q Search or type a command (Ctrl + G) G Help P 
Stock Ledger CreateCard SetChart G 
Unico Plastics Inc. 26-04-2021 26-04-2021 Warehouse Item 1 Group 
Batch N Brand MAT-STE-2021-00002 Project nclude UOM 
Date Item Name Stock UOM In Qty Out Qty Incoming Rate Valuation Rate Balance Value Warehouse Voucher Type Voucher # 
4 26-04-2021 13:21:... RMOO01 Nos 50.000 0.000 $ 220.00 $ 220.00 $11,000.00 Stores - UP Stock Entry MAT-STE-202 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.010489 sec 
General Ledger 
P.O.Box 128448, Dubai, United Arab Emirates = 
- 866 - mAN ENERGY 


B > Accounting 


General Ledger 


Unico Plastics Inc. 


Party Type 


Items: 
Item 
RMOO001 


Stock Ledger 


B > Stock 


Stock Ledger 


Unico Plastics Inc. 


Batch No 


Date 


4 26-04-2021 18:25:... 


General Ledger 
B > Accounting 


General Ledger 


Finance Book 


Party 


2.7 Stock Entry (Material Issue) 


26-04-2021 


Group by Voucher (Consol 


For comparison, use >5, <10 or =324, For ranges, use 5:10 (for values between 5 & 10). 


Source Warehouse 


Stores 
26-04-2021 
Brand 
Item Stock UOM 
RMOO01 Nos 


26-04-2021 


MAT-STE-2021-00004 


In Qty Out Qty Balance Q' 


0.000 -10.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between § & 10). 


Q Search or type a command (Ctrl + G) Ga Helpy =P 


26-04-2021 Account 


Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 

Dimensions 

Posting Date Account Debit (USD) Credit (USD) Balance (USD) —_ Voucher Type Voucher No 
1 Opening 0.000 0.000 0.000 
2 26-04-2021 Stock Adjustment - UP 0.000 11,000.000 -11,000.000 Stock Entry MAT-STE-2021-00002 
3 26-04-2021 Stock In Hand - UP 11,000.000 0.000 0.000 Stock Entry MAT-STE-2021-00002 
4 Total 11,000.000 11,000.000 0.000 
5 Closing (Opening + Total) 11,000.000 11,000.000 0.000 


irrency = Cost Center 


Create Card SetChart G 


MAT-STE-2021-00002 


Against Account Party Type Pe 


Stock In Hand - UP 


Stock Adjustment - UP 


Execution Time: 0.013526 sec 


Qty Rate Amount 
10 220 2200 
Q Search or type a command (Ctri + G) Ga Helpy Pp 


Item 


Include UOM 


Create Card SetChartt G 


tv Voucher # Warehouse Item Group Incoming R... Balance Val. 
30.000 MAT-STE-2021-00... Stores - UP All tem Gro... $ 0.00 $6,600 
Execution Time: 0.014446 sec 
Q Search or type a command (Ctri + G) a Help» =P 


Create Card Set Chart SG 


Unico Plastics Inc. Finance Book 26-04-2021 26-04-2021 MAT-STE-2021-00004 
Party Type Party Group by Voucher (Consol Currency 2 
Consider Accounting Show Opening Entries Include Default Book Entries Show Cancelled Entries 
Dimensions 
Posting ... Account Debit (USD) Credit (US... Balance (USD) —_ Voucher Type Voucher No Against Acco... Party Type Party 
1 Opening 0.000 0.000 0.000 
2 26-04-20... Cost of Goods Sold - UP 2,200.000 0.000 2,200.000 Stock Entry MAT-STE-2021-00004 Stock In Hand ... 
3 26-04-20... Stock In Hand - UP 0.000 2,200.000 0.000 Stock Entry MAT-STE-2021-00004 Cost of Goods ... 
4 Total 2,200.000 2,200.000 0.000 
5 Closing (Opening + Total) 2,200.000 2,200.000 0.000 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.023108 sec 
2.8 Stock Entry (Material Transfer) _ 
Items: 
43L__att ol ; 
= P.O.Box 128448, Dubai, United Arab Emira 
mAN ENERGY - 867 - 


es 


man.energy 


mF 


Item 
RMO001 


Stock Ledger 


B > Stock 


Stock Ledger 


Unico Plastics Inc. 


Date 


1 26-04-2021 13:27:.. 


2 26-04-2021 13:27... 


General Ledger 


B > Accounting 


General Ledger 


Unico Plastics Inc. 


Consider Accounting 


For comparison, use >5, <10 


Source Warehouse Target Warehouse Qty Rate Amount 
Stores Work In Progress 10 220 2200 
Q Search or type a command (Ctrl + G) Gi Helpy PP 
Create Card Set Chart G 
26-04-2021 26-04-2021 
MAT-STE-2021-00003 r 
Item Item Name Stock U. In Qty Out Qty Balance Qty Voucher # Warehouse Item Group Brand 
RMO0001 RM0001 Nos 0.000 -10.000 40.000 MAT-STE-2021-00... Stores - UP All Item Gro... 
RMO001 RMOOO1 Nos 10.000 0.000 10.000 MAT-STE-2021-00. Work In Progress - UP All Item Gro. 
or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.01711 sec 
Q Search or type a command (Ctrl + G) Ga Help» PP 
CreateCard  SetChart G 
26-04-2021 26-04-2021 MAT-STE-2021-00003 


Group by Voucher (Con... 


Show Opening Entries Include Default Book Entries Show Cancelled Entries 


Dimensions 
Posting Account Debit (USD) Credit (US... Balance (USD) Voucher Type Voucher No Against Acco... 
1 Opening 0.000 0.000 0.000 
2 Total 0.000 0.000 0.000 
3 Closing (Opening + Total) 0.000 0.000 0.000 
For comparison, use >5, <10 or =324. For 5:10 (for values en 5 & 10). E 


A Stock Ledger Report is a detailed record that keeps track of stock movements for a company. 
Inward or outward transactions related to Manufacturing, Purchasing, Selling, and Stock Transfers are recorded in the Stock Ledger which 
then is reflected in the Stock Ledger Report. 
It reflects the quantity and value of stock issued, received, or transferred along with the stock item and its warehouse details. 
It can be referred when the Perpetual Inventory system is enabled, as this report reflects the history of all your stock transactions. It presents 
a more granular view of the stock transactions. 
Stock Ledger Report Attributes_ 
e = Incoming Rate: It reflects the actual value of the stock at which it was brought under your inventory. It reflects the same value as 
entered in the Aate field of the document. 
e Balance Value: It represents the total value of the remainder stock in the inventory. It is the product of Valuation Rate and Balance 
Quantity of a stock item. 


e =: Valuation Rate: It is calculated based upon the valuation method selected. 


Here is how Stock Ledger Report represents a Stock Entry of type Material Receipt. 


Party Type 


Party 


P.O.Box 


man.energy 800895 


128448, Dubai, United Arab Emirates 
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By > stock Q Search or type a command (Ctrl + G) Q Help» = PR 
Stock Ledger SetChart  CreateCard G 
Unico Plastics Inc. 04-23-2021 04-23-2021 
MAT-STE-2021-00016 
Date Item ItemName Stock U In@ty Out Qty Balance Qty Voucher # Warehouse Item Group Brand 
1 04-23-2021 05:28:... Pen blue Pen blue Nos 300.000 0.000 300,000 MAT-STE-2021-00... Stores - UP All Item Gro. 


It reflects an item Chair of quantity 2000 units with Incoming Rate (Basic Rate) as Rs.3000 received in warehouse Stores - Lalong with 
calculating Valuation Rate and Balance Value. 
You can click on Voucher # to open the document this transaction was created from. 
Stock Ledgers are generated from the following transactions: 
e@ Sales Invoice, Purchase Invoice (with Update Stock checked) 
e Delivery Note 
e Purchase Receipt 
e@ = Stock Entry 


e Stock Reconciliation 


You can add fields from the previously mentioned Document Types by clicking on Menu > Add Column. 


STOCK LEVEL REPORT 


Stock Level report list stock item's quantity available in a particular warehouse. 
There are multiple reports available you can check for item's stock level. 
Stock Projected Quantity Report_ 
You can access this report from Stock > Main Report > Stock Projected Quantity 
This report list item wise - warehouse wise stock level of an item considering all the stock transactions. With Actual Quantity of an item, it also 
provide other details like: 
1. Actual Qty: Quantity available in the warehouse. 
2. Planned Qty: Quantity, for which, Work Order has been raised, but is pending to be manufactured. 
3 Requested Qty: Quantity requested for purchase, but not ordered. 
4. Ordered Qty: Quantity ordered for purchase, but not received. 
5 Reserved Qty: Quantity ordered for sale, but not delivered. 
6 Project Qty: Project Quantity is calculated as 
Projected Qty = Actual Qty + Planned Qty + Requested Qty + Ordered Qty - Reserved Qty 
The projected inventory is used by the planning system to monitor the reorder point and to determine the reorder quantity. The projected 
Quantity is used by the planning engine to monitor the safety stock levels. These levels are maintained to serve unexpected demands. 


Having a tight control of the projected inventory is crucial to determine shortages and to calculate the right order quantity. 


43_bt of 
MAN ENERGY 
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mM 


BOM EXPLORER 


By > Manutacturing 


Collapse All 


For comparison, use > (0 or =324. For ranges, use 5 


item. It is the complete tree view of assemblies, sub-assemblies i.e. all exploded items. 


BOM Explorer Report shows a complete hierarchy of the Bill of Materials (BOM) with its raw materials in the form of the tree view. 


You need to select the BOM in the filter then the report will show the quantity of required raw materials and scraps for manufacturing the 


Using the BOM Explorer, user can view the quantity of raw materials and scraps from all exploded items and print it. 


Q Search or type a command (Ctrl + G) 


STOCK VALUE AND ACCOUNT VALUE COMPARISON REPORT 


BOM Explorer SetChart CreateCard  G 
BOM-Shaving Brush-007 
Item Code Item Name BOM Qty UOM Standard Descript... Scrap 
1 Salt Salt Kg Salt i) 
2 Coal Coal Nos Coal 0) 
3. » Brush Bristles Thin Brush Bristl. BOM-Brush Bristles ... Nos Brush Bristles Thin ie) 
4 Raw Plastic Crystals Raw Plastic Nos Raw Plastic iY) 
5 Cellulose Cellulose Nos Cellulose 0 
6 Crude Oil Crude Oil Nos Crude Oil ie] 
7 Natural Gas Natural Gas Cubic Foot Natural Gas 0 


Execution Time: 0.090522 sec 


Ga Help» PR 


This report helps the user to understand the difference value between the stock account and stock balance report. At the end of the financial 
year, every organization has to match its closing stock balance with the closing stock account. Sometimes they do not match due to some 
issues. In that case, users can view the "Stock Value and Account Value Comparison" report to understand the incorrect transactions. Then, 
users can make adjustments entries accordingly. 

To view the report, go to: 


Home > Stock > Other Reports > Stock and Account Value Comparison 


B > Stock 


Stock and Account Value Comparison 


Q Search or type a command (Ctrl + G) 


Create Card 


Ga Help» PR 


SetChart G 


Unico Plastics Inc. 23-04-2021 
Stock ... Posting Date Posting Time | Voucher Type — Voucher No Stock Value Account Value _ Difference Va.. 
1 613db3... 22-08-2019 12:09 Purchase Rec. MAT-PRE-20. = -860.00 20.00 % -860.00 
Total = -860.00 0.00 = -860.00 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values 158 10). Execution Time: 0.198613 sec 


ALLOW OVER DELIVERY/BILLING 


When creating a Delivery Note, system validates if item's qty is same as in the Sales Order. If item's qty has been increased, you will get the 
validation message of over-delivery or receipt. 


Considering the case fo sales, if you want to be able to deliver more items than mentioned in the Sales Order, you should update "Allow over 
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delivery or receipt upto this percent” in the Item master. 


B > Stock » Item > Raw plastic crystals 


= Raw plastic crystals ~ Enabied 


Item Name 


Raw plastic crystals 


Item Group * 


Raw Material 


Is Item from Hub 


Default Unit of Measure * 


Nos 


sales and purchase transactions. 


for upto 150 units. 


the items. 
1. Goto Stock > Setup > Stock Settings 
2. Set Limit Percentage. 


3. Save Stock Settings. 


B > Stock > Stock Settings 


= Stock Settings ~ Noi saver 


- Default Item Group 
vr Reviews 


+ 


Default Stock UOM 
Shared With 


Nos 
+ 
Default Warehouse 
AS-A 
0 0 FOLLOW 
You edited this 


7 months ago 


Stock Transactions Settings 


Thi 


ordered, For example, i 


ive or deliv 


100 units, and you 


you are allowed to 


Us: 


Over Transfer Allowance 
0.000000 


Th 


AUTO CREATION OF MATERIAL REQUEST 


to initiate purchase process for the item. 


When creating an invoice, item's rate is also validated based on the preceding transaction like Sales Order. This also applies when creating 


Purchase Receipt or Purchaes Invoice from Purchase Order. Updating "Allow over delivery or receipt upto this percent" will be affective in all 
For example, if you have ordered 100 units of an item, and if item's over receipt percent is 50, then you are allowed to make Purchase Receipt 


Update global value for "Allow over delivery or receipt upto this percent" from Stock Settings. Value updated here will be applicable for all 


Sample Retention Warehouse 


@ Auto insert Item Price If Missing 


Administrator created this Over Delivery/Receipt Allowance (%) 
1 year ago 

10.000000 
315.66MB (3%) used 


@ Allow Negative Stock 
@ Show Barcode Field in Stock Transactions 


@ Convert Item Description to Clean HTML in Transactions 


0 over deliver/receive against orders above the 


To prevent stockouts, you can track item's reorder level. When stock level goes below reorder level, purchase manager is notified and instructed 


Q Search or type a command (Ctrl + G) ray Help» PR 


View > Duplicate << > @& 


Disabled 
Allow Alternative Item 
Maintain Stock 
Include Item In Manufacturing 
Valuation Rate 


22.00 


Is Fixed Asset 


Over Delivery/Receipt Allowance (%) 


15.000 


Over Billing Allowance (%) 


0.000 


Q Search or type a command (Ctrl + G) Q Help» PP 


Have Default Naming Series for Batch ID? 


Update Existing Price List Rate 
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In ERP, you can update item's Reorder Level and Reorder Qty in the Item master. If same item has different reorder level, you can also update 


warehouse-wise reorder level and reorder qty. 


B > Stock > Item > Raw pla 


crystals Q Search or type a command (Ctrl + G) Q Help v PR 
= Rawplastic crystals - enaviea View: Duplicate < > & ~ EB 


Auto re-order ~ 


Reorder level based on Warehouse 


Will also apply for variants unk ridden 


No Check in (group) Request for Re-order Leve Re-order Qty Material Request Type 
1 All Warehouses - UP Stores - UP 20 40 Purchase 2 Edit 


Add Row 


With reorder level, you can also define what should be the next action. Either new purchase or transfer from another warehouse. Based on 


setting in Item master, purpose will be updated in the Material Request as well. 


B > Stock > Item > Raw plastic crystals Q Search or type a command (Ctrl + G) Q Help v PR 


= Raw plastic crystals - Enabled View> Duplicate << >» @i | save] 


Auto re-order ~ 


Reorder level based on Warehouse 


Will also apply for variants unless overridden 


No. Check in (group) Request for Re-order Level Re-order Qty Material Request Type 


1 All Warehouses - UP Stores - UP 20.000 40.000 BRA cure 


Transfer 


@ Edit 


Add Row 


Material Issue 


Manufacture 


When item's stock reaches reorder level, Material Request is auto-created automatically. You can enable this feature from: 


Stock > Setup > Stock Settings 


B > Stock > Stock Settings Q Search or type a command (Ctrl + G) ray Help v PR 


= Stock Settings a | save | 


Auto Material Request 
Raise Material Request When Stock Reaches Re-order Level 


Notify by Email on Creation of Automatic Material Request 


A separate Material Request will be created for each item. User with Purchase Manager's role will receive email alert about these Material 
Requests. 

If auto creation of Material Request is failed, User with Purchase Manager role will be informed about error message. One of the most 
encountered error message is: 


An error occurred for certain Items while creating Material Requests based on Re-order level. Date 01-04-2016 not in any Fiscal Year. 


ITEM CODIFICATION 


If you already have a full-fledged business with a number of physical items, you would have probably coded your items. If you have not, you 
have a choice. We recommend that you should codify if you have lot of products with long or complicated names. In case you have few 
products with short names, it is preferable to keep the Item Code same as Item Name. 

Item codification has been a sensitive topic and wars have been fought on this (not joking). In our experience, when you have items that cross 
a certain size, life without codification is a nightmare. 


1. Benefits_ 


e@ = Standard way of naming things. 
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e Less likely to have duplicates. 

e Explicit definition. 

e Helps to quickly find if a similar item exists. 

e Item names get longer and longer as more types get introduced. Codes are shorter. 
2. Challenges_ 

e@ You have to remember the codes! 

e@ — Harder for new team members to pick up. 

e@ You have to create new codes all the time. 
3. Example_ 
You should have a simple manual / cheat-sheet to codify your Items instead of just numbering them sequentially. Each letter should mean 
something. Here is an example: 
If your business involves wooden furniture, then you may codify as follows: 


Item Codification Summary Sheet (SAMPLE) 


First letter: "Material" Third letter: "Size" 

- W - Wood - 0 - less than 1mm 
- H - Hardware -1-1mm- 5mm 

- G - Glass - 2- 5mm - 10mm 

- U - Upholstery - 3- 10mm - 10cm 

- P - Plastic 


Second Letter: "Type" 


For Wood: For Hardware: 
- S - Sheet - S - Screw 

- B - Bar - N- Nut 

- L - L-section - W - Washer 

- M - Molded - B - Bracket 
- R- Round 


The last few letters could be sequential. So by looking at code WM304 - you know its a wooden molding less than 10cm in size 

4. Standardization_ 

If you have more than one person naming items, the style of naming items will change for everyone. Sometimes, even for one person, he or 
she may forget how they had named the item and may create a duplicate name “Wooden Sheet 3mm" or "3mm Sheet of Wood"? 

5. Rationalizing_ 

It is a good practice to have minimum varieties of items so that you keep minimum stock, housekeeping is simpler etc. When you are planning 
a new product and you want to know if you are already purchasing a part in some other product, the item codes will help you quickly determine 
if you are using a similar raw material in another product. 

We believe if you do this small investment, it will help you rationalize things as your business grows, though its okay not to codify if you have 


less items. 
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SERIAL NUMBER NAMING 


Serial Nos. is unique value assigned on each unit of an item. Serial no. helps in tracking item's warranty and expiry details. Generally high value 
items like machines, computers, costly equipments are serialized. 

To make item Serialized, in the Item master, check Has Serial No. 

There are two ways Serial no. can be generated in ERP. 

1. Serializing Purchase Items_ 

If purchased items are received with Serial Nos. applied by OEM (original equipment manufacturer), you can follow same Serial No in ERP as 
well. While creating Purchase Receipt, you shall scan or manually enter Serial nos. for an item. On submitting Purchase Receipt, Serial Nos. will 
be created in the backend as per Serial Nos. provided for an item. If using OEM' Serial No., then in the Item master, Prefix should not be 
mentioned for serializalization. As per this scenaio, Prefix field should be left blank. 

If received items already has its Serial No. barcoded, you can simply scan that barcode for entering Serial No. in the Purchase Receipt. 
Click here to learn more about it. 


On submission of Purchase Receipt or Stock entry for the serialized item, Serial Nos. will be auto-generated. 


Editing Row #1 Insert Below InsertAbove Duplicate Move v 


Allow Zero Valuation Rate Batch No 


BOM 


Rejected Serial No 
Serial No 
INFBO0001 
INFBO0002 


INFBO0003 
INFBOO004 


Generated Serial numbers will be updated for each item. 


* Purchase Receipt Created 
The following serial numbers were created: 


Y Infuser bottle 500: 4 Serial Numbers 
INF800001, INFB00002, INFB00003, INFB00004 


2. Serializing Manufacturing Item_ 


To Serialize Manufacturing Item, you can define Series for Serial No. Generation in the Item master itself. Following that series, system will 
create Serial Nos. for Item when its Production entry is made. 
2.1 Serial No. Series" 


When Item is set as serialized, it will allow you to mentioned Series for it. 
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B > Stock > Item > Plastic bottle 2L Q Search or type a command (Ctrl + G) ray Help» PR 


= Plastic bottle 2L - Enabiea View: Duplicate << >» @ = [ save | 


Serial Nos and Batches ~ 
Has Batch No Has Serial No 


‘Serial Number Series 
PB2L.#itttitit 


Example: ABCD.##### If series is set and Serial No is not mentioned in transactions, 
then automatic serial number will be created based on this series. If you always 
want to explicitly mention Serial Nos for this item. leave this blank. 


2.2 Production Entry for Serialized Item_ 
On submission of production entry for manufacturing item, system will automatically generate Serial Nos. following Series as specified in the 


Item master. 


* Purchase Receipt Created 


The following serial numbers were created: 


Y Plastic bottle 2L: 4 Serial Numbers 
PB2L00011, PB2L00012, PB2L00013, PB2L00014 


Track Items Using Barcode 

A barcode is a value decoded into vertical spaced lines. Barcode scanners are the input medium, like Keyboard. When it scans a barcode, the 
data appears in the computer screens at the point of a cursor. 

Item Master_ 


To set the barcode of a particular item, you will have to open the Item record. You can also enter barcode while creating a new item. 


ww > = =e eS oe me ie 


= Face - Enabled View: Duplicate << >» @ = [save | 


Barcodes 
Barcodes 
No. Barcode Barcode Type 
1 4005808933099 EAN 2 Edit 
Add Row 


Once barcode field is updated in item master, items can be fetched using barcode. This feature will be available in Delivery Note, Sales Invoice, 


Purchase Receipt, and Stock Reconciliation transactions only. 
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B > Selling > Sales Order > new Q Search or type a command (Ctrl + G) OQ Help» = PR 
New Sales Order - sot saves Get Items From > Save 
Scan Barcod& 
Items 
No tem Code Delivery Date Quantity Rate Amount 
1 o $0.00 $0.00 ? Edit 
Add Multiple Add Row Download Upload 
Total Quantity Total (USD) 
0 $ 0.00 


Taxes and Charges 


UOM specific barcode_ 
You can also specify different barcode for different type of packaging of same item like unit and box. Select the UOM in Item Barcode table 


to get it auto selected when scanning items. 


Barcodes 
Barcodes 
No. Barcode Barcode Type UOM 
1 91000-KG Kg 2 Edit 
2 91000-TN Tonne @ Edit 
Add Row 


USING MOBILE PHONE / SMARTPHONE TO SCAN AND ADD ITEMS 


Log in to your ERP account, go to the Item master and you'll be able to scan barcodes and add Items right from your smartphone! 


MANAGING FRACTIONS IN UOM 


UoM stands for Unit of Measurement. Few examples of UoM are Numbers (Nos), Kgs, Litre, Meter, Box, Carton etc. 

There are few UOMs which cannot have value in decimal places. For example, if we have television for an item, with Nos as its UoM, we cannot 
have 1.5 Nos. of television, or 3.7 Nos. of computer sets. The value of quantity for these items must be whole number. 

You can configure if particular UoM can have value in decimal place or no. By default, value in decimal places will be allowed for all the UOMs. 
To restrict decimal places or value in fraction for any UoM, you should follow these steps. 

UOM List_ 

For UOM list, go to: 

Stock > Setup > UoM 

From the list of UOM, select UOM for which value in decimal place is to be restricted. Let's assume that UoM is Nos. 

Configure_ 

In the UOOM master, you will find a field called "Must be whole number". Check this field to restrict user from enter value in decimal places in 


quantity field, for item having this VOM. 
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B > UOM > Carton Q Search or type a command (Ctrl + G) QO Helpy PR 


= Carton {> @ = [ save | 


2, Assigned To 
©@ Must be Whole Number 
+ 
Check this to disallow fractions. (for Nos) 


@ Attachments 
Validation_ 
While creating transaction, if you enter value in fraction for item whose UOM has "Must be whole number" checked, you will get error message 
stating: 


Quantity cannot be a fraction at row # 


* Message 


Row 1: Quantity (532.8) cannot be a fraction. To allow this, disable 'Must be 
Whole Number' in UOM Nos. 


ITEM VALUATION SETUP AND TRANSACTIONS 


In ERP, Item's stock valuation is updated on the creation of one of the following transaction. 
1. Purchase Receipt 
2. Stock Entry of type Material Receipt 
3. Stock Reconciliation made for updating stock opening balance 
You can select valuation method based on which item's value will be calculated. Valuation Method can be set globally for all the items from 


the Stock Settings. 


B > Stock > Stock Settings Q Search or type a command (Ctrl + G) G Helpv PR 


Stock Settings ” [save | 


& Assigned To 


* Item Naming By Default Valuation Method 


Item Code = v FIFO 
@ Attachments 


Moving Average 
Default Item Group ver Deliv 


Attach File + 
0.000 


You can also set Valuation Method in the item master, especially when a valuation method for an item is different from the default Method 


as seen in the following screenshot. 
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B > Stock > Item > new-item-1 Q Search or type a command (Ctri + G) Qa Help v PR 


= Newltem ~ hoi seves View : Duplicate 


Inventory ~ 

Shelf Life In Days Warranty Period (in days) 

End of Life Weight Per Unit 
12-31-2099 

Default Material Request Type Weight UOM 


Purchase 7 


Valuation Method 


v 
FIFO 
Moving Average 


Note that once ledger entries are made for an item, this option will no longer be visible in the Item form. 


FIFO AND MOVING AVERAGE CALCULATION DIFFERENCE 


Valuation Rate of an item is calculated based on the total expense incurred to make the product available for sale like freight, labour, cost of 


raw materials, etc. 


In ERP, Valuation Rate is calculated based on the valuation method selected for the particular item. 


An item can have either FIFO or Moving Average selected as a valuation method. 


Consider the following example to know how it impacts your stock: 


Date Transaction Qty Unit Cost 
1-4-2020 Purchase 10 100 
6-4-2020 Purchase 20 120 
10-4-2020 Sale 15 ? 


Calculating Valuation Rate at the time of sale: 


As per FIFO: 


Since this is FIFO, we will consume quantities from the ear/iest transactions, therefore, to make a sale of 15 qty, we will take 10 qty from the 


first transaction and 5 qty from the second one. 


(10 * 100) + (5 * 120) = 1600 which leaves us 15 qty in stock at cost of 120 amounting to 1800. 


As per Moving Average: 


In the Moving Average method, the value of an item is reca/culated every time when an item is acquired. This is done by adding the cost of 


the newly acquired items to the existing inventory’ s value and then dividing it by the total quantity available. 


((10 * 100) + (20 * 120)) / 30 = 113.33 
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B Stock 
Stock Settings 


Comments 


Assigned To 


yn + 


Attachments 


Attach File + 
Tags 
Reviews 


Shared With 


Item Master: 


SERIALISED ITEM VALUATION RATE CALCULATION 


1. Purchase Receipt 


2. — Stock Entry of type Material Receipt 


ERP supports 2 valuation types: FIFO & Moving Average. 


the items from Stock Settings. 


Item Naming By 


Item Code 


Stores - ETL 


Sample Retention Warehouse 


Work In Progress - ETL 


Auto insert Price List rate if missing 


Allow Negative Stock 


To make a sale of 15 qty, we will directly multiply it by the average value we received just now. 


15 * 113.33 = 1700 which leaves us 15 qty in stock amounting to 1700. 


If you check, even though the quantity is same the stock value is different but both amounts to a total of 3400 only. 


In ERP, Item's stock valuation rate is updated on creation of the following transaction: 


3. Stock Reconciliation made for updating stock opening balance 


You can select valuation method based on which item's value will be calculated. It can be set as per individual item as well as globally for all 


~ 


Stop v 


Show Barcode Field 


Convert Item Description to Clean HTML 


Automatically Set Serial Nos based on FIFO 


Set Qty in Transactions based on Serial No Input 


Item valuation rates are calculated as per the valuation method set for them. However, in the case of serialised Item, these settings are /gnored. 
The below Item, "Macbook Pro" is a serialised Item and it's valuation rate is not fetched from Item master. Instead, the valuation rate is updated 


from the first incoming stock entry rate, RS 199.80. Consequently, it is updated as per the other transactions carried out on this Item. 


Q Settings Helpy & 
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B Stock Item 


MacBook Pro ¢ Enabled 


DASHBOARD 

PRIMARY INFORMATION 

DESCRIPTION 
Comments U) BARCODES 
Help 

NVENTORY 
Assigned To 

AUTO RE-ORDER 
Attachments 
& 61TI4MxCxKL._SL150... S OF MEASURE 
Attach File + 
Tags RIAL NOS AND BAT: 
Add a tag 

wv Has Batch No 
Reviews 


Automatically Create New Batch 


Shared With 
Has Expiry Date ETL-MAC. ### 


Retain Sample 


s. If 
this blank 
B Stock Item 
MacBook Pro ¢ Enabied 
DASHBOARD 
PRIMARY INFORMATION 
—————— ETL Ba 
Disabled 


Comments i) 
v Maintain Stock 


Help 


Assigned To 


Valuation Rate 


Stock Ledger: 


rs Example: ABCD.###H## If se 
transactions, then automatic 


you always want t 


Q Settings + Help~y & 


ETL-ART-2019-00020 & < > Menu + 


View + Duplicate 


Q Settings > Help~ & 


ETL-ART-2019-00020 & <¢ > Menu + 


View ~ Duplicate 


Allow Alternative Item 


Include Item In Manufacturing 


Assign + am Nama 

tem Name 

99.8000 
Attachments MacBook Pro 
& 61Ti4MxCxKL._SL150... is Fixed Asset 
Attach File + Item Group 
Over Delivery/Receipt Allowance (%) 

Tags Products 
Add a tac 0.000 
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B Stock Q Settings ~ Helpy & 
Stock Ledger Menu+ — Refresh 
Set Chart 
Enigma The Labyrinth 01-05-2019 05-01-2020 ETL-ART-2019-00020 


Date Item Item Name Description Warehouse Stock UOM Qty Balance Qty Incoming Rate Valuation Rate Balance Value Voucher Ty 


02-08-2019... ETL-ART-.. MacBookPro § MacBook Stores - ETL Nos 10.000 10.000 = 199.80 = 199.80 % 1,998.00 Stock Entry 
02-08-2019... ETL-ART-.. MacBookPro = MacBook Stores - ETL Nos -3,000 7.000 = 0.00 = 199.80 = 1,398.60 Delivery No 
02-08-2019... ETL-ART-... MacBookPro = MacBook Stores - ETL Nos 3.000 10.000 = 199.80 = 199.80 1,998.00 Delivery No 
02-08-2019... ETL-ART-.. | MacBook Pro MacBook Stores - ETL Nos -1.000 9.000 20.00 = 199.80 21,798.20 Delivery No 


09-08-2019. ETL-ART-... MacBook Pro MacBook Stores-ETL Nos 1.000 10.000 2 199.80 2 199.80 21,998.00 Delivery No 
npar s n5 & 10 yA sec 


Valuation Rate as on January 5th 2020 


0 or =324. For ranges, use 5:10 (for values 


ution Time: 0.0043 


STOCK ENTRY PURPOSE 


Stock Entry is a stock transaction, which can be used for multiple purposes. Let's learn about each Stock Entry Purpose below. 


1.Purpose: Material Issue_ 


Material Issue entry create to issue item(s) from a warehouse. On submission of Material Issue, stock of item is deducted from the Source 


Warehouse. 


Material Issue is generally made for the low value consumable items like office stationary, product consumables etc. Also you can create 


Material Issue to reconcile serialized and batched item's stock. 
B > Stock > Stock Entry >» MAT-STE-2021-00033 Q Search or type a command (Ctrl + G) ray Help v PR 


= Materiallssue  - submittea Views < > @& = Cancel 


2, Assigned To 


fn Stock Entry Type * Posting Date 
Material Issue 04-29-2021 
@ Attachments 
Posting Time 
Attach File + 
08:44:46 


vw Reviews 
America/Los_Angeles 


+ 
Inspection Required 
& Shared With From BOM 


+ 


® Tags 


Default Source Warehouse 
Add a tag 


Stores - UP 
Sets 'Source Warehouse’ in each row of the items table 


0: 0 FOLLOW 


2.Purpose: Material Receipt_ 
Material Receipt entry is created to inward stock of item(s) in a warehouse. This type of stock entry can be created for updating opening 
balance of serialized and batched item. Also items purchased without Purchase Order can be inwarded from Material Receipt entry. 


For the stock valuation purpose, provided Item Valuation becomes a mandatory field in the Material Receipt entry. 
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B > Stock > Stock Entry » MAT-STE-2021-00024 


= Material Receipt - submites 


& Assigned To 


Stock Entry Type * 
+ 


Material Receipt 
@ Attachments 


Attach File + 


vw Reviews 


+ 


& Shared With 


+ 
® Tags 
Items 
Add a tag 
No. Source Warehouse Target Warehouse 
1 Stores - UP 
Whole fs) FOLLOW 


Add Multiple Add Row 


3.Purpose: Material Transfer_ 


B > Stock > Stock Entry » MAT-STE-2021-00031 


Material Transfer - submittea 


Il 


& Assigned To 
Stock Entry Type * 


Material Transfer 


@ Attachments 


Add to Transit 
Attach File + 


vr Reviews 


+ 


& Shared With 


+ 
® Tags 
Add a tag 
BOM No 
BOM-Brush bristles thin-002 
0-Qo FOLLOW 
: For Quantity 

48 
You edited this 
just now As per Stock UOM 


You created this 
2 days ago 


Default Source Warehouse 
Stores - UP 


Sets ‘Source Warehouse’ in each row of the items table. 


Items 


No. Source Warehouse Target Warehouse 


1 ‘Stores - UP Work In Progress - UP 


Add Multiple Add Row 


Update Rate and Availability 


4.Purpose: Material Transfer for Manufacture_ 


Item Code Qty Basic Rate (as per St. 


© Soft steel 100 $9.00 @ Edit 


Material Transfer entry is created for the inter-warehouse Material Transfer. 


Item Code Qty Basic Rate (as per St. 


© Raw plastic crystals 


In the manufacturing process, raw-materials are issued from the stores to the production department (generally WIP warehouse). This Material 


Transfer entry is created from Work Order. Items in this entry are fetched from the BOM of production Item, as selected in Work Order. 


Q Search or type a command (Ctrl + G) ray Help» PR 


View < < > eo Cancel 


Posting Date 


04-26-2021 


Posting Time 
23:23:51 


America/Los_Angeles 
Inspection Required 


Apply Putaway Rule 


Download Upload 


Q Search or type a command (Ctrl + G) Q Helpy PR 


View : < > eo Cancel 


Posting Date 


04-29-2021 


Posting Time 
08:45:37 
America/Los_Angeles 
Inspection Required 
From BOM 


Apply Putaway Rule 


Use Multi-Level BOM 


Including items for sub assemblies 


Get Items 


Default Target Warehouse 
Work In Progress - UP 


Sets 'Target Warehouse’ in each row of the items table. 


48 $22.00 @ Edit 


Download Upload 
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B > Manufacturing >» Work Order >» MFG-WO-2021-00011 Q Search or type a command (Ctrl + G) ay Help» PR 


= Plastic cane small - Not started Status > Create Pick List art <)>!) @) =|) Cancel 


4 
0 items produced 


Pc 


Ly 
Connections ~ 
& Assigned To Transactions 
+ StockEntry = + 
@ Attachments Job Card 
Attach File ee Pick List a 
vw Reviews 
+ 
Status * Company * 
RB h 
ae Sheed Not Started Unico Plastics Inc. 
fF 
Item To Manufacture * Qty To Manufacture * 
Tags 
: Plastic cane small 24 
Add a tag 


4.Purpose: Manufacture_ 

Manufacture is created from Work Order. In this entry, both raw-material item as well as production item are fetched from the BOM, selected 
in the Work Order. For the raw-material items, only Source Warehouse (generally WIP warehouse) is mentioned. For the production item, only 
target warehouse as mentioned in the Work Order is updated. On submission, stock of raw-material items are deducted from Source 
Warehouse, which indicates that raw-material items were consumed in the manufacturing process. Production Item is added to the Target 


Warehouse marking the completion of production cycle. 


B > Manufacturing > Work Order > MFG-WO-2021-00007 Q Search or type a command (Ctrl + G) Qa Helpy PR 


= Brush bristles thin - » process Status > < > @ - Cancel 


0 items produced. 48 items in progress 


Bb 


Pending Operations: Melting plastic, Pulling Plastic Fibers. 


& Assigned To 
Connections ~ 
Transactions 
@ Attachments 
@® Stock Entry 


Attach File . 
@® Job Card 2 
vy Reviews 
Pick List 
+ 
& Shared With 
ae Status * Company * 
® Tags In Process Unico Plastics Inc. 
Add a tag 


5.Purpose: Repack_ 


Repack Entry is created when items purchases in bulk is repacked under smaller packs. Check this page to know more about Repack entry. 


6.Purpose: Subcontract_ 
Subcontracting transaction involves company transfer raw-material items to the sub-contractors warehouse. This requires adding a warehouse 
for the sub-contractor as well. Sub-contract entry transfers stock from the companies warehouse to the sub-contractors warehouse. Check 


this page to know more about Subcontracting. 
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B > Buying > Purchase Order >» PUR-ORD-2019-00013 


Q Search or type a command (Ctri + G) a Help» PR 
= Park Pens. to keceive snc silt Update Items Status > Transfer> << > @ “Cancel 
2. Assigned To 
7 Connections ~ r 

2 Related Payment Reference 
@ Attachments 
Purchase Receipt ia Payment Entr) * Material Request 
Attach File + y id y i 
Purchase Invoice = + Journal Entry = + Supplier Quotation 


vw Reviews 


Project 
+ 


Auto Repeat + 
& Shared With 


be Sub-contracting 
Stock Entry + 
® Tags 
Add a tag 
Supplier * Company * 
O- (0) FOLLOW Park Pens Unico Plastics Inc. 
Date * 
You edited this 
1 year ago 


21-08-2019 


You created this 


REPACK ENTRY 


Repack Entry is created for item bought in bulk, which is being packed into smaller packages. For example, item bought in tons can be 


repacked into Kgs. 
Notes: 
1. Purchase Item and repack will be have different Item Codes. 
2. Repack entry can be made with or without BOM (Bill of Material). 
In a Repack Entry, there can be one or more than one repack items. Let's check below scenario to understand this better. 


Assume we are buying boxes of spray paint of specific colour (Green, Blue etc). And later re-bundling to create packs having multiple colours 
of spray paint (Blue-Green, Green-Yellow etc.) in them. 


1. New Stock Entry_ 

Stock > Documents > Stock Entry > New Stock Entry 

2. Enter Items_ 

Select Purpose as 'Repack Entry’. 

For raw-material/input item, only Source Warehouse will be provided. 


For repacked/output items, only Target Warehouse will be provided. You will have to provide valuation for the repack items. 


B > Stock > Stock Entry » MAT-STE-2021-00034 Q Search or type a command (Ctrl + G) QO Helpy = PR 


= Repack  - drat 


Create Material Request Get Items From < < > @ 
Items 
No. Source Warehouse Target Warehouse Item Code Qty _ Basic Rate (as per St. 
1 Stores - UP © 250GBHDD 12 $5.00 @ Edit 
2 Stores 2 - UP ® 950GB HDD 4 $15.00 2 Edit 


Add Row Download Upload 


Update Rate and Availability 


Update Qty for all the items selected. 


3. Submit Stock Entry_ 
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On submitting Stock Entry, stock of input item will be reduced from Source Warehouse, and stock of repack/output item will be added in the 


Target Warehouse. 


By > stock Q Search or type a command (Ctrl + G) QQ Helpy = PR 
Stock Ledger SetChart CreateCard G 
Unico Plastics Inc. 04-29-2021 04-29-2021 


MAT-STE-2021-00034 


Date Item Item Name Stock U. In Qty Out Qty Balance Qty Voucher # Warehouse Item Group Brand 
1 04-29-2021 09:35:...  250GB HDD 250GB HDD Nos 0.000 -12.000 88.000 MAT-STE-2021-00... Stores - UP All Item Gro... 
2 04-29-2021 09:35:... 950GB HDD 950GB HDD Nos 4.000 0.000 4.000 MAT-STE-2021-00. Stores 2 - UP All Item Gro... 
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.019272 sec 


DELIVERY FROM SALES INVOICE 


If you have items delivery and invoicing happening at the same time, you can create delivery from with Sales Invoice itself. Sales Invoice has 
field called Update Stock, just before Item table. If this field is checked, on submission of Sales Invoice, stock of Item will be deducted from 


selected Warehouse. 


B > Accounting > Sales Invoice > SINV-21-00005 Q Search or type a command (Ctrl + G) Go sHelpy =:BS 
= Orange Inc. - vt GetitemsFrom: << > Gm 
Items 


Update Stock 


Scan Barcode 


Items 


No. Item Quantity Rate Amount 
1 Hosting 1 $1,000.00 $1,000.00 @ Edit 
Add Multiple = Add Row Download Upload 


Time Sheet List v 


Total Quantity Total Net Weight 


1 0 
Total (USD) 


On checking Update Stock, Sales Invoice Item will show relevant fields like Warehouse, Serial No., Batch No., Item valuation etc. 


On submission of Sales Invoice, with general ledger posting, stock ledger posting will happen as well. 


RETURN REJECTED ITEMS 


In the Purchase Receipt, you can receive the Items in the Accepted or the Rejected Warehouse. 
If you are creating Purchase Return for the items received in the Rejected Warehouse, then create return entry following these steps. 
1. In the Purchase Receipt Item table, for the item to be returned, in the Received Qty field, enter return entry in negative. 


2. Inthe Accepted Warehouse field, set value as zero. 
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3. In the Rejected Warehouse field, set the quantity to be returned in negative. 


For detailed steps on how to create Purchase Return Entry for the Rejected Item, refer to the below example. 


B > Stock > Purchase Receipt » MAT-PRE-2021-00003 


Q Search or type a command (Ctrl + G) Q Help» PR 
NS Foundries - si View > Status <)> |@> | Cancel 
Sets ‘Rejected Warehouse’ in each row of the items table 
Items 
No tem Code Accepted Quantity Rate Jarehouse 
1 Melting pot 30L 3 $1,155.00 Stores- UP 2 Edit 
Add Multiple Add Row » Download Upload 
Total Quantity Total Net Weight 
3 0 
Total (USD) 
$ 3,465.00 


Taxes and Charges Added (USD) 


$ 0.00 


SALES RETURN MANAGEMENT 


In an event of Sales Return, the following adjustment pertaining to stock and accounting can be handled in multiple ways. Let's check what 
stock and accounts posting would be posted based on the Sales Return adjustment. 
Return Without Payment_ 
If a customer request for the returns even before processing a payment, then you can simply: 
1. Cancel the Sales Invoice. 
2. Create a Sales Return against a Delivery Note 
If your statutory laws don't allow you to cancel the Sales Invoice, you can create a Credit Note against a Sales Invoice as well. 
Paid Sales Invoice - Adjustment via Credit Note_ 
This is a Scenario where the customer purchased an item from you for which Sales Invoice as submitted, and also paid. 


1. Create a Credit Note against a Sales Invoice. 


2. In the Sales Invoice, check field "Is Paid". Ensure that Payment Account / Mode of Payment is selected in the relevant table. 
3. If you wish to also return items via Sales Invoice itself, check field "Update Stock". 


4. Save and Submit Credit Note. 


B > Accounting » Sales Invoice >» ACC-SINV-2021-00003 Q Search or type a command (Ctrl + G) QQ Helpy PR 


Archie - credit Note issued View 2 <> @ «= Cancel 


Items 
Update Stock 
Items 
No Item Quantity Rate Amount 
1 Shaving brush 5 $7.00 $35.00 2 Edit 


Download Upload 


As per this entry, the sold items will be accepted back in your Warehouse. Also, the payment received from the Customer will be reversed. 
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After the Credit Note creation, the Outstanding Balance of Sales Invoice will turn negative. This will give you scope to adjust this Sales Invoice 
(with a negative balance) to adjust against the future outstanding Sales Invoice. 

Unpaid Sales Invoice - Credit Note 

In the case of Sales Return where the customer didn't process any payment, you can simply create a Credit Note. On creation of Credit Note, 
Outstanding of the Sales Invoice will become negative. 


For the Adjustment of stock, you can create a Sales Return against Delivery Note or in the Credit Note itself, check field "Update Stock". 


MATERIAL TRANSFER FROM DELIVERY NOTE AND PURCHASE RECEIPT 


In ERP, you can create Material Transfer entry from Stock Entry document. However, there are some scenarios in the Material Transfer where 
it needs to be presented as a Delivery Note and Purchase Receipt. 
Material Transfer from Delivery Note_ 
Scenarios_ 
1. One of the examples is when you transfer a Material from your stores to project site, however, you need to present it as a Delivery 
Note to the client. 
2. Also, there are statutory requirements where taxes are to be applied on each transfer of Material. It is easier to manage in a 
transaction like Delivery Note, than in the Stock Entry. 
Considering these scenarios, the provision of Material Transfer has been added in the Delivery Note as well. Following are the steps to use 
Delivery Note for creating Material Transfer entry. 
Steps_ 
Enable Target Warehouse_ 
Delivery Note Item doctype has a hidden field of Target Warehouse (previously Customer Warehouse). You can enable it from Stock 
Settings by enabling "Allow Material Transfer From Delivery Note and Sales Invoice". 
Also note that the selected customer should represent the same company. For this, enable the ‘Is Internal Customer’ option in the customer 
form and select your company in the ‘Represents Company’ field. 
Select Warehouses_ 
When creating a Delivery Note for Material Transfer, for an item select source Warehouse as From Warehouse. 


In the Customer Warehouse, select a Warehouse where Material is to be transferred or select a target warehouse. 


Editing Row #1 Insert Below Insert Above (Duplicate Move v 


Item Weight Details ~ 


Warehouse and Reference 
Warehouse 


Stores - UP 


Target Warehouse 
Stores 2 - UP 


Quality Inspection 


On the submission of a Delivery Note, item's stock will be deducted from "From Warehouse" and added to the "Customer Warehouse". 
Material Transfer from Purchase Receipt_ 
Scenarios_ 


There are statutory requirements where taxes are to be applied on each transfer of Material. It is easier to manage a situation like this in a 
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transaction like Purchase Receipt, than in the Stock Entry as taxes cannot be applied on transfers of items via Stock Entry 

Following are the steps to use Purchase Receipt for creating Material Transfer Entry. 

Steps" 

Enable Supplier Warehouse_ 

Similar to the Customer Warehouse shown above, the first step is to enable the Supplier Warehouse from Stock Settings as shown above. 
Also note that the selected supplier should represent the same company. For this, enable the ‘Is Internal Supplier’ option in the Supplier form 
and select your company in the ‘Represents Company’ field. 

Select Warehouses_ 

When creating a Purchase Receipt for Material Transfer, for an Item, select the target Warehouse as Accepted Warehouse. 


This is how you create an internal Purchase Receipt from an internal Delivery Note: 


B > Stock > Delivery Note » MAT-DN-2021-00007 Q Search or type a command (Ctrl + G) QQ Helpy = PR 


= Jadeunico - si View: Status? << > @ - Cancel 


Internal Purchase Receipt 


& Assigned To 


+ Connections ~ Shipment 
@ Attachments Related Reference Installation Note 
Sales Invoice Sales Orde! ‘ 
Attach File + mes GS sad Sales Return 
Packing Slip Shipment + 
vy Reviews Delivery Trip 
Delivery Trip + Quality Inspection - 
+ Sales Invoice 
& Shared With Subscription Subscription 
+ Auto Repeat + 


® Tags 


In the Supplier Warehouse, select a Warehouse from where Material is to be transferred. 


Editing Row #1 Insert Below InsertAbove «Duplicate Move v 


Warehouse and Reference 
Accepted Warehouse Delivery Note Item. 


Stores - UP d8d2cb14ee 


Rejected Warehouse 


From Warehouse 


Stores 2 - UP 


Purchase Order 


PUR-ORD-2021-00005 


On submission of the Purchase Receipt, item's stock will be deducted from "Supplier Warehouse" and added to the "Accepted Warehouse". 


MANAGING BATCH WISE INVENTORY 


Set of items which has same properties and attributes can be group in a single Batch. For example, pharmaceuticals items are batch, so that 
it's manufacturing and expiry date can be tracked together. 


To maintain batches against an Item you need to mention ‘Has Batch No’ as yes in the Item Master. 
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> Stock > Item > Syringe B Q Search or type a command (Ctrl + G) Q Help» PR 
= Syringe B * Enabled View: Duplicate < >» @ [save | 


Serial Nos and Batches ~ 
@ Has Batch No ~) Has Serial No 
© Automatically Create New Batch 


Batch Number Series @ 
SYB.HHHH 


Example: ABCD.#####. If series is set and Batch No is not mentioned in 
transactions, then automatic batch number will be created based on this series. If 
you always want to explicitly mention Batch No for this item, leave this blank. Note: 
this setting will take priority over the Naming Series Prefix in Stock Settings 


~) Has Expiry Date 


Retain Sample 


You can create a new Batch from: 

Stock > Documents > Batch > New 

Read Stock batch to learn more. 

For the Batch item, updating Batch No. in the stock transactions (Purchase Receipt & Delivery Note) is mandatory. 
Purchase Receipt_ 


When creating Purchase Receipt, you should create new Batch, or select one of the existing Batch master. One Batch can be associated with 


one Batch Item. 


Warehouse and Reference 


Accepted Warehouse Quality Inspection 


Stores - UP 


Rejected Warehouse 


Allow Zero Valuation Rate Batch No 
BOM | 
SYB.0001 
Serial No 


Filters applied for Item = Syringe B 


+ Create anew Batch 


Q Advanced Search 


Delivery Note_ 
Define Batch in Delivery Note Item table. If Batch item is added under Product Bundle, you can update it's Batch No. in the Packing List table 


as well. 


Editing Row #1 iD Insert Above ) Duplicate Move Vv 


Warehouse and Reference 


Warehouse 


Stores - UP 


Batch No 


SYB.0005 


Batch-wise Stock Balance Report_ 
To check batch-wise stock balance report, go to: 


Stock > Standard Reports > Batch-wise Balance History 
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B > Stock Q Search or type a command (Ctrl + G) OQ Helpw = PR 
Batch-Wise Balance History CreateCard  SetChart  G 
Unico Plastics Inc. 01-01-2021 04-29-2021 
Item Item Name Description Warehouse Batch Opening... In Qty Out Qty Balance .. UOM 
1 Syringe D Syringe D Syringe D Stores 3-UP $DB31122 0.000 200.000 0.000 200.000 Nos 
Total 0.000 200.000 0.000 200.000 


For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.006074 sec 


MIGRATE TO PERPETUAL INVENTORY 


Perpetual Inventory Valuation is activated by default in the system. 
For the users who are currently following periodic inventory valuation system, and wish to migrate to perpetual inventory valuation system, 
please follow the steps explained below. 
1. How to Migrate to Perpetual Inventory 
1. To enable perpetual Inventory, ensure that the Stock in Hand Account is synced with the value of actual stock value in your 
Warehouse(s). To sync it, you will have to create a Journal Entry for the difference amount against expense account (generally used 
in Purchase Invoice). 
For example, when perpetual inventory was disabled, you must be having Expense (Cost of Goods Sold) booked via Purchase Invoices. Now, 
you will have to create a Journal Entry to move the value of existing stock from expense account to stock in hand account. 
Cr. Expense account ......... XXX 
Dr. Stock in Hand account ... XXX 
It can also work other-way round if you were selecting a stock in hand account in the Purchase Invoice. 
2. Before enabling Perpetual Inventory, ensure that Stock Accounts (ledger) is linked for the existing Warehouse. The stock account 
for a Warehouse can be set at three levels. 
e In the Warehouse master itself 
e In the Parent Warehouse master 


e Default Stock in Hand Account in the Company master, if you maintain only one Stock-in-hand account for all the 


Warehouses. 

3. Journal Entry to Update Stock Received but not Billed account 
An account "Stock Received but not Billed" is an adjustment account which reflects the value of the stock for which Purchase Receipt has been 
submitted, but Purchase Invoice is yet to created. A Journal Entry should be created to update the value open Purchase Receipt pending for 
billing into "Stock Received but not Billed" account. 
To know the value of the stock received but not billed, you can refer the report "Received Items Pending for Billing" in the Accounts module. 
Create a Journal Entry as follows to update the value in Stock Received but not Billed account. 
Cr. Stock Received but not Billed ........... XXX 
Dr. Expense Account (COGS) uw. XXX 

4. Setup the following default accounts for each Company 

e@ = Stock Received But Not Billed 


e@ = Stock Adjustment Account 
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e@ Expenses Included In Valuation 
e Cost Center 
es Activate Perpetual Inventory 


5. Goto: Home > Accounting > Company 
B > Company > Unico Plast r 
Unico Plastics Inc. 


Stock Settings 


Enable Perpetual Inventory 


Enable Perpetual Inventory For Non Stock Items 


Default Inventory Account 


Stock In Hand - UP 


Stock Adjustment Account 


Stock Adjustment - UP 


is pending. 


serialized inventory is managed in ERP. 


not the Serial No. and Batch No. 


Opening Balance for the Serialized Item_ 


Step 1: New Stock Entry_ 

Stock > Stock Entry > New 

Step 2: Select Purpose_ 

Stock Entry Purpose should be updated as Material Receipt. 


Step 3: Update Posting Date_ 


PURPOSE OF STOCK RECEIVED BUT NOT BILLED 


Q Search or type a command (Ctrl + G) 


Create Tax Template Create : < > 6 


Stock Received But Not Billed 


Stock Received But Not Billed - UP 


Service Received But Not Billed 


Expenses Included In Valuation 


Expenses Included In Valuation - UP 


When purchased items are received, an accounts posting is done based on the value of the purchased items in the Stock-in-hand / fixed- 
assets account. When you sell and deliver those items, an expense (cost-of-goods-sold) is booked, equal to the buying cost of the items. 

As stock balance increases through Purchase Receipt, Warehouse account is debited and an adjustment account called Stock Received But 
Not Billed account is credited. At the same time, the negative expense is booked in account head having category as "Valuation" or "Total 
and Valuation" in taxes and charges table for the amount added for valuation purpose, to avoid double expense booking. 

On receiving Bill from the supplier, you will make Purchase Invoice against a Purchase Receipt. Here Stock Received But Not Billed account 


is debited, hence nullifies the balance in the Stock Received but not Billed Account. 


The balance in the Stock Received but not Billed account indicates the value of items for which Purchase Receipt has been made, but billing 


OPENING STOCK BALANCE ENTRY FOR SERIALIZED AND BATCH ITEM 


Items for which Serial No. and Batch No. is maintained, opening stock balance entry for them is update via Stock Entry. Click here to learn how 


Question: Why Opening Balance entry for the Serialized and Batch Item cannot be updated via Stock Reconciliation? 
In the ERP, stock level of a serialized item is derived based on the count of Serial Nos for that item. Hence, unless Serial Nos. are created for 


the serialized item, its stock level will not be updated. In the Stock Reconciliation Tool, you can only update opening quantity of an item, but 


Following are the steps to create opening stock balance entry for the Serialized and Batch item. 


Posting Date should be date on which you wish to update opening balance for an item. 
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Step 4: Update Target Warehouse_ 

Target Warehouse will be one in which opening balance of an item will be updated. 

Step 5: Select Items_ 

Select Items for which opening balance is to be updated. 

Step 6: Update Opening Qty_ 

For the serialized item, update quantity as many Serial Nos are their. 

For the serialized item, mention Serial Nos. equivalent to it's Qty. Or if Serial Nos. are configured to be created based on Prefix, then no need 
to mention Serial Nos. manually. Click here to learn more about Serial No. naming. 

For a batch item, provide Batch ID in which opening balance will be updated. Keep batch master ready, and updated it for the Batch Item. To 
create new Batch, go to: 

Stock > Setup > Batch > New 


Click here to learn how Batchwise inventory is managed in ERP. 


Step 7: Update Item Valuation Rate_ 

Update valuation rate, which will be per unit value of item. If different units of the same items having different valuation rate, they should be 
updated in a separate row, with different Valuation Rates. 

Step 8: Difference Account_ 

As per perpetual inventory valuation system, accounting entry is created for every stock transaction. Double entry accounting system requires 
Total Debit matching with Total Credit in an entry. On the submission of Stock Entry, system debits Warehouse account by total value of items. 


To balance the same, we use Temporary Opening account as a Difference Account. 


Add Serial No 


Accounting 


Difference Account 


ten| 


Temporary Opening - UP 


Filters applied for Company = Unico Plastics Inc., Is Group = No 


+ Create a new Account Insert Below 


Q Advanced Search 


Step 9: Save and Submit Stock Entry_ 


On submission of Stock Entry, stock ledger posting will be posted, and opening balance will be updated for the items on a given Posting Date. 


DELIVERY NOTE NEGATIVE STOCK ERROR 


Question: When submitting a Delivery Note, receiving a message says that item's stock is insufficient, but we have item's stock available in 
the Warehouse. 

Answer: On submission of Delivery Note, stock level is checked as on Posting Date and Posting Time of a Delivery Note. It's possible that you 
have stock of an Item available in the Warehouse. But if you are creating back-dated Delivery Note, and if item was not available in the 
warehouse on the Posting Date and Posting Time of Delivery Note, you are likely to receive an error message on the negative stock. You can 


refer to the Stock Ledger report to confirm the same. 


P.O.Box 128448, Dubai, United Arab Emirates Bt) (| —— 
man.energy 800696 - 892 - MAN ENERGY 


If this is the case, you should edit the Posting Date and Time of a Delivery Note, and ensure that it is after the Posting Date and Time of item's 


receipt entry. 


MAINTAIN STOCK FIELD FROZEN IN THE ITEM MASTER 


In the item master, you might witness values in the following fields to be frozen. 
1. Maintain Stock 
2. Has Batch No. 
3. Has Serial No. 


B > Stock > Item > Soft stee! Q Search or type a command (Ctrl + G) QO Helpy = PR 
Soft steel - Enabled View> Duplicate <¢ >» Qo 
Item Name Disabled 
Soft steel Allow Alternative Item 
Item Group * © Maintain Stock 
Raw Material Include Item In Manufacturing 
Is Item from Hub Valuation Rate 


Default Unit of Measure * 9.00 


Nos Is Fixed Asset 
For an item, once stock ledger entry is created, values in these fields will be frozen. This is to prevent user from changing the value which can 
lead to mis-match of actual stock, and stock level in the system of an item. 

For the serialized item, since its stock level is calculated based on the count of available Serial Nos., setting Item as non-serialized mid-way 
will break the sync, and item's stock level shown in the report will not be accurate, hence Has Serial No. field is frozen. 

To make these fields editable once again, you should delete all the stock transactions made for this item. For the Serialized and Batch Item, 


you should also delete Serial No. and Batch No. record for this item. 


CANNOT ENABLE SERIAL AND BATCH NUMBER 


It is quite possible at times that you do not want to start tracking the inventory as batched and/or serialized but want to start doing so at a 


later stage. 
The system, by design, doesn't allow you to activate these options once stock transactions have been made. 


B Stock Item oy John Doe + Help + | 99+ | 


Semi Automatic Filter Press e Enabled Itek-SAF-01 @  Menu~ Es 


UNITS OF MEASUR These options cannot be selected now 


\. 


Has Serial No 


Has Batch No 


You can read more about why the same is disabled here. 
To enable the options again, you can either delete all stock transactions for this item, or if that is not an option, you can duplicate the same 


item and inward the stock with these options checked. 


STEPS: 
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1. You will have to first stock out the current item using Stock Reconciliation Tool (make current stock zero). You can also stock out 
the item by making a stock entry of type Material issue. 
2. Then using material receipt, inward the serialized inventory. Refer the following link for help on the 


same: https://ERP.org/docs/user/manual/en/stock/articles/opening-stock-balance-entry-for-serialized-and-batch-item 


3. Disable the old items so it cannot be selected in transactions again. 


Note: If you want to maintain the same item code, you will need to rename the existing items, and then create the new item as per the actual 


item code. Otherwise, you will be maintaining the item under a new code. 


STOCK BALANCE AND STOCK ACCOUNT BALANCE SYNCING 


Question: When creating a transaction, getting validation message as follows. What is the cause of this error and how to resolve it. 


e Values Out Of Sync Close Fa 


Stock Value (88120.0) and Account Balance (77760.0) 
are out of sync for account Stock In Hand - Z and it's 
linked warehouses. 


Please create adjustment Journal Entry for amount 
10360.0 


Answer: Since Perpetual inventory is enabled in the your Company master, it requires the syncing of Stock Ledger and Stock Accounts 


(ledger) balance. The error message indicates that there is a mis-match in the stock and accounts balance due to previous entries 


To proceed forward, you can easily sync the stock balance and stock accounts balance by creating a Journal Entry. Click on “Create a Journal 


Entry Button “in the validation message, update relevant accounts and submit Journal Entry. 


Values Out Of Sync cose FREI | 


Stock Value (88120.0) and Account Balance (77760.0) 
are out of sync for account Stock In Hand - Z and it's 
linked warehouses. 


Please create adjustment Journal Entry for amount 
10360.0 
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Support 


Great customer support and maintenance is at the heart of any successful business. With ERP, you track all incoming customer requests and 
issues and respond to them quickly. The database of incoming queries will also help you to identify the biggest opportunities for improvements. 
You can track incoming queries from your email using Support Tickets. You can keep track of Customer Issues linked with a specific Serial No 
and respond to them based on their warranty and other information. You can also make Maintenance Schedules for Serial NOs and keep a 


record of all Maintenance Visits made to your Customers. 


WARRANTY CLAIM 


A Warranty Claim is when a Customer claims free repairs within the Warranty Period of the item/service you're providing. 
If you are selling Items under warranty or if you have sold and extended service contract like the Annual Maintenance Contract (AMC), your 
Customer may contact you about an issue or a break-down of the product and provide you the Serial No of this Item. 
To access the Warranty Claim list, go to: 
Home > Support > Warranty > Warranty Claim 
1. Prerequisites" 
Before creating and using Warranty Claim, it is advised that you create the following first: 
e = Customer 
e Serial Number 
° Item 
2. How to Create Warranty Claim_ 
1. Goto the Warranty Claim list, click on New. 
2. Select a Customer. 
3. Select the Serial Number of the Item on which Warranty Claim is to be recorded. The system will then automatically fetch the Serial 
No’ s details and indicate whether this is under warranty or AMC. 


4. Enter a description of the Issue. User can upload and image and create a table. 


[By > support > Warranty Claim > SEF 001 Q Search or type a command (Ctrl + G) Gi Helpy =—BS 
Innovative Chemicals Inc. open Maintenance Visit =< > @ 
2. Assigned To 
Status * Customer * 
+ 
Open . Innovative Chemicals Inc. 
2 Attachments 
Issue Date * Serial No 
Attach File 7 
05-24-2021 SN-1001 
vy Reviews 
+ 
} Shared With nan 
a Normal > BIU A »P> S&@ FESE FE Table + 
®D Tags Specification issue with the item delivered. 
Jatag 
0 0 FOLLOW 


5. Save. 
2.1 Additional Options when Creating a Warranty Claim_ 
e = Status: While creating a Warranty Claim, the status will be set as "Open". User can change the status to: 


e@ ~=Work In Progress: Fix/repairs are being done on the Item. 
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e Closed: The repairs have been done and the Warranty Claim is now closed. 
e@ = Cancelled: The Warranty Claim was invalid and the claim was closed. 


e Issue Date: While creating the Warranty Claim, the current date will be captured. This field is editable. 


3 Features" 

3.1 Item and Warranty Details:_ 

Once a Serial Number is selected, the following details about the Item will be fetched: 
@ Item Code 
e Item Name 
e Item Description 

The details about Warranty/AMC will be fetched according to the Serial Number. 


e@ Warranty / AMC Status: The possible options are "Under Warranty", "Out of Warranty", "Under AMC", or "Out of AMC". The status 
can be changed to Out of Warranty/AMC if the Item has been tampered with or Warranty is void depending on your terms of 


service. 
e ~=Warranty Expiry Date 
e =AMC Expiry date 


B > Support > Warranty Claim > SER-WRN-2021-00001 Q Search or type a command (Ctrl + G) Go soHepy sos 


Innovative Chemicals Inc. - open Maintenance Visit << > @ = 


Item and Warranty Details 


Item Code Warranty / AMC Status 
Premium Plastic Chair Set Under Warranty 

Item Name Warranty Expiry Date 
Premium Plastic Chair Set 05-31-2023 

Description AMC Expiry Date 


Premium Plastic Chair Set 


3.2 Resolution_ 


e@ Resolution Date: When the warranty or AMC is Closed, current date and time will be fetched in resolution Date field automatically. 
This field is also editable. 
e@ Resolved By: Set the Email ID of the User who has resolved the Warranty Claim. The email ID is linked with User created in the 


system. 


e@ Resolved Details: This is a text field. User can enter details about the Warranty or AMC claim. A User can also upload the image, 


enter or create a table. 
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B > Support > Warranty Claim > SER-WRN-2021-00001 


= Innovative Chemicals Inc. - open 


Resolution 


Resolution Date 
05-25-2021 17:22:51 


America/Adak 


Resolved By 


anthony.miller@unico.com 


Resolution Details 


Replacement has been provided to the client. 


3.3 Customer Details 


e Customer Name 
e Contact Person 
e Territory 

e@ Customer Group 


e Customer Addresss 


B > Support > Warranty Claim > SER-WRN-2021-00001 


= Innovative Chemicals Inc. - open 


Customer Details ~ 


Customer Name 


Innovative Chemicals Inc. 


Contact Person 


Amber Jonas-Innovative Chemicals Inc. 


Contact 


Amber Jonas 


Contact Email 


amber@innovative.com 


Territory 


West Coast 


Customer Group 


Commercial 


3.4 More Information_ 


The following details of the Customer will be fetched: 


Service Address: User can enter the Service Address if it is different from Customer Address. 


Customer Address 


Innovative Chemicals Inc.-Billing 


Address 


2946 Southern Street 
Hicksville, 


Service Address 


if different than customer address 


@ Company: The Warranty or AMC is created from the company will be selected automatically. 
e Raised By: User can enter the Name of the person who has raised the Warranty or AMC in case the Customer is an organization. 


@ From Company: User can enter the name of the company from which the warranty or AMC has been created. 


If a Customer visit is required to address the issue, you can create a new Maintenance Visit record from this. 


Q Search or type a command (Ctrl + G) Ga Help» BS 


Maintenance Visit < > 6 


Q Search or type a command (Ctrl + G) 


MAN ENERGY 
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SUPPORT SETTINGS 


All the global settings for support related documents can be found in Support Settings. 
To access Support Settings, go to: 


Home > Support > Settings > Support Settings 


B > Support > Support Settings Q Search or type a command (Ctrl + G) Ga Help v BS 


Support Settings - 


©, Assigned To 
+ Service Level Agreements 
Track Service Level Agreement 
@ Attachments 
Attach File + Allow Resetting Service Level Agreement 
vy Reviews 
+ Issues 
2 Shared With Close Issue After Days 
+ 7 
ito close Issue after 7 days 
0 0 FOLLOW 
Support Portal 


ours agi Get Started Sections 
1 


Administrator created this 


1 month ago 


1. Service Level Agreements_ 
1.1 Track Service Level Agreement_ 


Enable this feature to start using and tracking Service Level Agreement in Issues. 


1.2 Allow Resetting Service Level Agreement_ 

This allows a User to reset the Service Level Agreement in Issues. User will get a button to Reset Service Level Agreement for Open Issues in 
the Service Level tab. Clicking on the button before the SLA fails will reset the SLA. The support team user will have to state a reason for 
resetting the SLA. 

2. Issues" 

2.1 Close Issue After Days_ 

Any "Replied" or "Resolved" issue will be closed after the number of days defined in this field. However, if the Customer replies to a closed 


Issue, the Issue will Open again. 


ISSUE 


An Issue is an incoming query from a Customer, usually via email or from the Contact section of your website. 

Tip: A dedicated support Email Address is a good way to keep track of incoming queries. For example, you can send support queries to ERP 
at support@ERP.com and it will automatically create an Issue in our system. 

To access the Issue list, go to: 


Home > Support > Issues > Issue 


MAN ENERGY 
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B > Support > Issue Q Search or type a command (Ctrl + G) Ga Help v BS 


Issue ListView? GCG 
Filter By 
= Filter =i Last Modified On 
Assigned To 
Created By 3 Subject Status Raised By (Email Name 4o0f4 
Eaitirnters Invoice Not Received * Resolved basawaraj@erpnext.c...__ 1SS-2021-00001 i (ca) 
Tags 
Shipment Not Received * Replied basawaraj@erpnext.c... _ 1SS-2021-00003 iF S 
Show Tags 
Reporting Quality Issue With Materials * Open basawaraj@erpnext.c. ISS-2021-00004 Ir ® 
Save Filter 
Need Clarification on Taxes Charged * Open basawaraj@erpnext.c..._ ISS-2021-00002 2m ®& 
Show Saved 
20 100 500 


1. Prerequisites" 
Before creating and using Issues, it is advised that you create the following first: 
e = Customer 


e Email Account 
2. How to Create Issue_ 
Issues are automatically created if you use the append to feature in Email Account. 
You can also create an Issue manually, to do that: 
1. Go to the Issue list, click on New. 
2. Enter the Subject, Raised By, and a description of the Issue. 
2.1 Additional Options when Creating an Issue_ 
e Status: When a new Issue is created, its status will be "Open", when it is replied, its status becomes "Replied". 
@ Open: The Issue has been created and yet to be replied to. 
e@ Replied: A reply has been sent to the Issue. 
e Hold: The Issue is on Hold due to some reason. 
e Resolved: When the users are reasonably sure that they have provided the customer with a solution to their problem but 
have not received an acknowledgment about the resolution from the customer. 
@ Closed: The Customer got a satisfactory resolution that he has indicated with an acknowledgment and the Issue was 
closed. 
If the sender replies to the thread, the status becomes "Open" again. User can "Close" the Issue manually by clicking on the Close button on 
the top right. 
Note: If SLA has been set up, then the fulfillment status of the SLA will be updated on both, the Closed as well as the Resolved status. 
e@ Customer: If the email was sent from a Customer stored in your ERP account, then a Customer link will appear in this field. 
e@ Priority: Priority can be set as per the requirements. By default, there are three priorities--Low, Medium, and High. You can delete 
these or add more as needed. 
e@ Issue Type: An Issue can be classified using Issue Type. Examples of Issue Types can be: ‘Functional’, ‘Technical’, ‘Hardware’, etc. 


e Raised By (Email): The email ID from which the Issue was sent will be shown here. 


3. Features_ 


3.1 Details_ 


e@ Description: This is a text field in which details about the Issue can be seen. This can also contain an image or a table. 


3.2 Service Level Agreement_ 
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It is a contract between a service provider and the end user that defines the level of service expected from the service provider. 


User can select the Service Level Agreement (SLA) from the list. 


e Every Issue will have a Time to Response and Time to Resolve within which the Support team has to Respond and Resolve the Issue. 
e The Priority can be changed to escalate the Issue. The priorities need to be specified in the Service Level Agreement. 


e If needed, the Service Level Agreement can be reset by clicking on the Reset Service Level Agreement button in Issues shown as 


follows: 
B Q Search or type a command (Ctrl + G) ra Help» BS 
Home “+ Customize 
® 
SS Build Your Shortcuts 
fe) Buying i 
Item Customer Supplier 
© CRM 
=> HR 4 
a Sales Invoice Leaderboard 
(Loan Managem... 
‘8 Payroll 
fe Pay Reports & Masters 
© Projects 
®& Accounting ®& Stock ( Human Resources 
© Quality 
«Chart of Accounts « Item » Employee 
Selling 
» Company » Warehouse » Employee Attendance Tool 
® Stock » Customer » Brand » Salary Structure 
€3 Support + Supplier » Unit of Measure (UOM) 
f Website * Stock Reconciliation 


3.3 Response_ 
e@ Mins to First Response: Time in minutes from when the Issue was created to when the first reply was sent. 
e@ First Responded on: When a Support team member first replies to the issue, first response date and time will be updated. 


e Average Response Time: The average time taken to respond to the Customer. This is calculated by taking the average of all time 


spans between Received and Sent Communications. This field will be updated on every reply sent to the customer. 


B > Support > Issue > ISS-21-22-00941 Q Search or type a command (Ctrl + G) Go Helpy € 


Seeking urgent Support. * Open Create > Create Dev Task © Open Bench Site < > & 


Response Details ~ 


First Response Time Average Response Time 


11m 34s 6h 29m 22s 


First Responded On 


28/04/2021 22:12:38 


3.4 Reference_ 
User can filter the issues based on these fields linked to the Issue: 
e Lead 
e = Contact 
e Email Account 
e Project 
e@ Company 
3.5 Resolution_ 
@ Opening Date: When the issue is created or logged the date be posted. 
@ Opening Time: When the issue is created or logged the exact time will automatically be posted. 
e@ Resolution Date: When the user resolved the issue, Date and Time will get updated in this field. 


e Resolution Details: User can enter the details of the issue, once it is resolved. This is a text field. Also, user can upload the image, 
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enter or create a table. 


e@ Resolution Time: Total time taken to close the ticket (from Issue creation to closing). 

e —_User Resolution Time: Many times a user has to wait for a customer's reply in order to solve some Issue. While measuring User's 
productivity this wait time shouldn't be taken into consideration. Hence, user resolution time is the total time taken by a user to 
close the ticket and can be calculated as: 

Resolution time - Total Time for which the user had to wait for a customer's reply 


The Resolution Time and User Resolution Time metrics are set on "Close". These metrics reset automatically when the Issue reopens or splits. 


B > Support > Issue > ISS-2021-00003 Q Search or type a command (Ctrl + G) Ga Help v BS 


Invoice Not Received  - resolved Close Create? << >» @ = [save | 


Resolution Details ~ 


Resolution Details Opening Date 
Normal : BIUG Ax YP ® & 05-24-2021 
E=E SE Table Opening Time 
The requested invoice has been shared with the client 01:11:37 


America/Adak 
Resolution Date 
05-24-2021 01:17:59 


America/Adak 
Resolution Time 


6m 22s 
User Resolution Time 
6m 22s 

Via Customer Portal_ 
If the Customer raising the Issue is a Website User (no access to modules), this checkbox will be ticked to indicate that. 
4. After Saving_ 
4.1 Add Comments_ 
Once the Issue is registered, support team Users can add comments for the issue. This field is editable. Comments in Issues are for internal 
discussions and will not be visible to the Customers. 
4.2 New Email_ 
Users can compose an email to the person that has raised the Issue. All the mails (received as well as sent) can be seen in a thread in the Issue. 
4.3 Discussion Thread _ 
The email discussion thread in an Issue maintains all the emails which are sent back and forth against this Issue in the system so that you can 
track what transpired between the sender and the person responding. 

@ When a New Email is sent from your mailbox, an automatic reply is sent to the sender with your message and the Support Ticket 

Number. 

e@ The sender can send additional information to this email. 

e ~All subsequent emails containing this Issue number in the subject will be added to this Issue thread. 

e@ The sender can also add attachments to the email. 
4.4 Assigning Issues to Users_ 
Issues can be assigned automatically among Users using Assignment Rule. 
You can assign an Issue to a specific User by clicking on "Assign" feature in the left sidebar. This will add a new To Do to the user and also 


send a message indicating that this Issue is allocated. 
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B > Support > Issue > |SS-2021-00003 Q Search or type a command (Ctrl + G) a Help» BS 


= Invoice Not Received - open Close Create > < >a 


& Assigned To 
® Time to Respond: Fulfilled © Time to Resolve: 19 hours 
+ 


@ Attachments 


Connections ~ 


Attach File + 
Activity 
ty Reviews 
Task + 

+ 
8 Shared With 

+ Subject * Status 
® Tags Invoice Not Received Open . 
Add a tag Customer Priority 

High 
0-Qo FOLLOW Issue Type 
iv] Saved 
You edited this 
iust now 
4.5 Closing_ 


e You can close the Issue manually by clicking on ‘Close’ in the toolbar. 


e If the sender does not reply in 7 days, then the Issue gets closed automatically. 


ISSUE TYPE 


Issue Type is useful for tagging and classifying Issues. 

Classifying Issues helps in assigning the concerned team members to specific Issues. Examples of Issue Types can be: ‘Functional’, ‘Technical’, 
‘Hardware’, etc. So engineers can be assigned to technical or hardware issues and consultants would be assigned to address functional issues. 
To access the Issue Type list, go to: 

Home > Support > Issues > Issue Type 


To create an Issue Type, click on New and enter a name for the type. A description can be added. 


B > Support > Issue Type Q Search or type a command (Ctrl + G) Go Hep» =ON 


= Issue Type =List View: G 
Filter By 
= Filter =i Last Modified On 

Assigned To 
Created By Name 40f4 
Edit Filters Technical 3m 0 
Tags 

Hardware iw 60 
‘Show Tags 

Functional iw 0 
Save Filter 

ul iw 0 

, 
20 100 500 


Issue Priority 
Issue Priority indicates the urgency of solving an Issue 


User can create priorities like "Low", "Medium", "High", "Critical", etc. Issue Priority will be used while creating the Service Level Agreement. 
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To access the Issue Priority list, go to: 
Home > Support > Issues > Issue Priority 


To create an Issue Priority, click on New and enter a name for the type. A description can be added. 


B > Support > Issue Priority >» High Q Search or type a command (Ctrl + G) Gi Hep» = BS 
= High <|i>|l@ 
& Assigned To 
Description 
+ 
Issues marked as ‘High’ priority must be addressed within 6 hours. 

@ Attachments 

Attach File + 


wy Reviews 


+ 
& Shared With 
4 
Add a comment 
® Tags 
Add a tag 
On 0 FOLLOW Ctrl+Enter to add comment 
Comment (v} Saved x 
You edited this 
iust now 
Issue Priority list 
B > Support > Issue Priority Q Search or type a command (Ctrl + G) Gi Help» =—s:BS 
= Issue Priority i= ListView> CG 
Filter By 
= Filter =i Last Modified On 
Assigned To 
Created By 3 Name Name 3 of 3 
Edit Filters High High im &0 
Tags 
Medium Medium 2M & 
Show Tags 
Low Low 2M ica] 
Save Filter 
Jan 
Show Saved 


20 100 500 


SERVICE LEVEL AGREEMENT 


A service level agreement (SLA) is a contract between a service provider (either internal or external) and the end user on the level of 


service expected from the service provider. 

SLAs are output-based, their purpose is specifically to define the timeline in which the Customer will receive the service. SLAs do not define 
how the service itself is provided or delivered. 

To access the Service Level Agreement list, go to: 

Home > Support > Service Level Agreement > Service Level Agreement 

1.Prerequisites_ 

Before creating and using a Service Level Agreement, it is advised that you create/update the following first: 


e Holiday List 


e Enable Track Service Level Agreement in Support Settings 
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on 


1 hour ago 


‘ 


Nn Oo FF WwW NY F 


You edited this 


1 month ago 


10. 


17, 


B > Support > Support Settings 


= Support Settings 


2. Assigned To 


Service Level Agreements 


Srarsonnents ‘ack Service Level Agreement 
Attach File + @ Allow Resetting Service Level Agreement 
vy Reviews 
a3 Issues 
8 Shared With Close Issue After Days 
+ 7 
Auto close Issue after 7 days 
o- FOLLOW 
Support Portal 


Get Started Sections 
z 


Administrator created this 


2. How to Create a Service Level Agreement_ 


Go to the Service Level Agreement list, click on New. 


Enter a name for the Service Level. 


Q Search or type a command (Ctrl + G) a Help» BS 


Select an Employee group, that will handle a particular Service Level. 


Set a Holiday List. Service Level Agreement won't be applied in the days mentioned in the Holiday List. 


‘Enable’ determines if a Service Level Agreement is enabled or disabled. 


Ticking ‘Default Service Level Agreement will apply this SLA to a customer if they don't have a particular SLA assigned to them. 


Entity Type: Service Level Agreements can be assigned to a Customer/Customer Group/Territory enabling you to apply Service 


Level Agreement based on these factors. 


Entity: Select the specific Customer/Customer Group/Territory. 


Start / End Date: Defines the validity of the agreement. 


Priorities: You can set multiple Issue Priorities and their Time to Respond and Resolve (in hours and mins). 
B > Support > Service Level Agreement > SLA-Enterprise SLA-0019 


= SLA-Enterprise SLA-0019 


Response and Resolution Time ~ 


Priorities 
No Priority 
1 High 
2 Medium 
3 Low 
Add Row 


Support Hours v 


Add a comment 


Default Priority: Default Priority selected in Priorities table that will be applied in the Service Level Agreement. 


Default 


First Response Time 


6h 


Q Search or type a command (Ctrl + G) a Help» BS 


Resolution Time 

8h ? Edit 

16h ? Edit 

24h 2 Edit 
24 ie) 

hours minutes 


12. Support Hours: Contains the Days of the week on which Support is provided. Has a Start Time and End Time of the Working day. 
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13. Save. 


2. Assigned To 


+ 


@ Attachments 


Attach File + 


ty Reviews 


+ 


& Shared With 


7 


® Tags 
Add a tag 


0-Qo FOLLOW 


You edited this 
5 minutes ago 


You created this 
1 hour ago 


3. Features_ 


B > Support > Service Level Agreement > SLA-Enterprise SLA-0019 


= SLA-Enterprise SLA-0019 


Support Hours ~ 


Support and Resolution 


No. Workday 


1 Monday 
2 Tuesday 
3 Wednesday 
4 Thursday 
5 Friday 
Add Row 


Add a comment 


B > Support > Service Level Agreement > SLA-Enterprise SLA-0019 


= SLA-Enterprise SLA-0019 


Connections ~ 


Enable 


Service Level * 


Enterprise SLA 


Default Priority 


Low 


Default Service Level Agreement 


Agreement Details 


Active 


Pause SLA On 


No. Status 


3.1 Applies to New Issues_ 


Q Search or type a command (Ctrl + G) 


Start Time 


10:00:00 


10:00:00 


10:00:00 


10:00:00 


10:00:00 


Q Search or type a command (Ctrl + G) 


Employee Group 


Holiday List * 


Standard Holiday List 


End Time 


17:00:00 


17:00:00 


17:00:00 


17:00:00 


17:00:00 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


Once an SLA is saved, it'll be applied to Issues raised by Customers/Territories as per the option you chose in ‘Entity Type’. 
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ty Reviews 


+ 


& Shared With 


+ 


© Tags 


Add a tag 


0-Qo FOLLOW 


You edited this 
6 minutes ago 


You created this 
1 hour ago 


2. Assigned To 


+ 


@ Attachments 


3.2 Resetting an SLA_ 


= Documents Needed 


B > Support > Service Level Agreement > SLA-Enterprise SLA-0019 


= SLA-Enterprise SLA-0019 - Nor saves 


Service Level * 


Enterprise SLA 


Default Priority 


Low 


Default Service Level Agreement 


Entity 
Entity Type 


v 
Customer 
Customer Group 
Territory 


Agreement Details 


Start Date 


Active 


B > Support > Issue > ISS-2021-00002 


* Open 


© Time to Respond: 18 hours 


Connections v 


being created. After that, the Service Level will display failed. 


Q Search or type a command (Ctrl + G) 


Employee Group 


Holiday List * 


Standard Holiday List 


Entity 


End Date 


An SLA can also be reset until the time does not fail. For example, if the SLA is 3 days, you can reset the SLA only within 3 days of the Issue 


Q Search or type a command (Ctrl + G) 


© Time to Resolve: 2 days 


Attach File + 
vy Reviews 
Subject * Status 
+ 
Documents Needed Open 
& Shared With 
Customer Priority 
+ 
Low 
® Tags 
Adda tag Issue Type 
0-Q0 FOLLOW 
Details ~ 
You edited this 
3.3 Time respond / resolve in Issues_ 
The time to respond to an Issue and the time to resolve will be shown: 
ae 43_btt oi 
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B > Support > Issue > ISS-2021-00005 Q Search or type a command (Ctrl + G) Gi Hep» =—oBS 


= Invoice Not Received - oven Close | create: |<) > @ 


2, Assigned To 
© Time to Respond: a day © Time to Resolve: 3 days 
+ 


@ Attachments 


Connections ~ 


Attach File + 
Activity 
ty Reviews 
Task Ge 
+ 
& Shared With 
+ Subject * Status 
® Tags Invoice Not Received Open < 
ada tag Customer Priority 
Low 
0-Qo FOLLOW Issue Type 
You edited this 
just now 
You created this 
just now Details ~ 


asavint wlan 


These times are based on the timelines set in the ‘Priority’ field in the Service Level's Priorities table. 
3.4 Pause SLA on Statuses" 
From version 13 onwards, ERP allows you to pause SLA on issues when you are waiting for an event to happen. You can do this by selecting 


a status that is configured in this "Pause SLA On" table. 


e@ Set the statuses on which you want to pause SLA in the SLA document. You can also add custom statuses here. 


B > Support > Service Level Agreement > SLA-Enterprise SLA-0019 Q Search or type a command (Ctrl + G) fi Help» =—sBS 
= SLA-Enterprise SLA-0019 <> o ~ Fy 
You created this 
fihourago Pause SLA On 

No. Status 

1 Replied @ Edit 

2 Hold @ Edit 

Add Row 


Response and Resolution Time ~ 


Support Hours ~ 


e@ When the status is changed to any of the above, resolution and response fields are unset and the dashboard indicators change to: 
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B > Support > Issue > ISS-2021-00002 Q Search or type a command (Ctrl + G) G Help» BS 


= Documents Needed  - no saves Close Create> << > @ 


& Assigned To 
* SLA is on hold since 15 hours 
+ 


@ Attachments 


Connections ~ 


Attach File + 
Activity 
ty Reviews 
Task + 
+ 
8 Shared With 
+ Subject * Status 
5 Documents Needed Replied | 
® Tags 
tht) Customer Priority 
Low 
to) ) FOLLOW Issue Type 
You edited this 
just now 
You created this 
1 hour ago Details ~ 


aeavint wlan 


e@ When the status of the issue changes back to a non-hold status (which is not configured in the "Pause SLA On" table), the Total 


Hold time field will be set in your Issue document. 


B > Support > Issue > ISS-21-22-01486 Q Search or type a command (Ctrl + G) Gi Help v € 


Project Management . replied Create 3 <|[> |6 


Service Level Agreement Details ~ 


Service Level Agreement Service Level Agreement Status 


Medium SLA Fulfilled 


Reset Service Level Agreement Total Hold Time 


18m 46s 


Response Details ~ 


The Response and 


Resolution time will be recalculated by adding the hold time, thereby restarting your SLA timers. 


Note: Service Level DocType was removed in version 13 and all functions are handled only with the Service Level Agreement DocType. 


MAINTENANCE VISIT 


A Maintenance Visit is a visit made by an engineer to a Customer’ s premise for maintenance work of an Item. 
To access the Maintenance Visit list, go to: 
Home > Support > Maintenance > Maintenance Visit 


A Maintenance Visit is usually created from a Sales Order of type 
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B > Selling > Sales Order >» SAL-ORD-2021-00010 


= Innovative Chemicals Inc. 


2 Assigned To 


+ 


@ Attachments 


Attach File 


vy Reviews 


+ 


& Shared With 


+ 


® Tags 


Add a tag 


You edited this 


just now 


You created this 
just now 
‘Maintenance’. 
1. Prerequisites" 


e Customer 


e Item 


* To Deliver and Bill 


Connections ~ 


+ Customer * 


Innovative Chemicals Inc. 


Order Type * 


Maintenance 


FOLLOW 


Address and Contact ~ 


Currency and Price List v 


2. How to create a Maintenance Visit_ 


GO ea OS OT nee OO. RE 


Save. 


Go to the Maintenance Visit list, click on New. 


Select the Customer. 


Select the Item Code and Serial Number. 


B > Support > Maintenance Visit >» MAT-MVS-2021-00001 


= Innovative Chemicals Inc. 


& Assigned To 


* Fully Completed 


Customer * 


+ 


Innovative Chemicals Inc. 


@ Attachments 


Attach File + 


vy Reviews 


+ 


& Shared With 


Completion Status * 


+ 
Fully Completed 
® Tags 
Add a tag 
Purposes 
No Item Code Item Name 
i) 1) FOLLOW 
1 Consulting Services Consulting Services 
You edited this 
just now 
You created this 
just now A 
More Information 


2.1 Additional Options when Creating Maintenance Visit_ 


The current date and time will be recorded, this can be edited. s 


Q Search or type a command (Ctrl + G) 


Update Items Status > 


Pick List 


Sales Invoice 
Purchase Order 


Company * 


Unico Plastics Inc. 
Date * Project 


05-24-2021 
Subscription 


Delivery Date 
¥ Payment Request 


Payment 


Customer's Purchase Order 


Select the Maintenance Type whether Scheduled, Unscheduled, or Breakdown. 


Set the completion status whether ‘Partially Completed’ or 'Fully Completed’. 


Enter a Description of the maintenance, select the Sales Person performing the maintenance, and enter the work done. 


Q Search or type a command (Ctrl + G) Ga Help» BS 


Cancel 


Maintenance Date * 


05-24-2021 


Maintenance Time 


03:07:02 


America/Adak 


Maintenance Type * 


Unscheduled 


Description 


Consulting Services 


Sales Person 


Grace Gibson @ Edit 


e@ Customer Feedback: You can record any feedback given by the Customer regarding this Maintenance Visit. 


Maintenance Visit 


Maintenance Schedule 


Cancel 
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e The following fields will be fetched from the Customer form: 
@ = Customer Address 
e = Contact Person 
e Territory 


@ = Customer Group 


MAINTENANCE SCHEDULE 


The Maintenance Schedule shows all upcoming Maintenance Visits. 

All machines require regular maintenance, especially those that contain a lot of moving parts, so if you are in the business of maintaining 
those or have some of them in your own premises, this is a useful tool to plan a calendar of activities for its maintenance. 

To create a new Maintenance Schedule go to: 

Home > Support > Maintenance > Maintenance Schedule 


A Maintenance Schedule is usually created from a Sales Order of type ‘Maintenance’. 


B > Selling > Sales Order > SAL-ORD-2021-00010 Q Search or type a command (Ctrl + G) Ga Help v BS 
Innovative Chemicals Inc. ~ 1 deliver ana sil Update Items Status : < > @ Cancel 
Pick List 
2 Assigned To 
+ Connections ~ Sales Invoice 
S Attachments Purchase Order 
Attach File + Customer * Company * Maintenance Visit 
Innovative Chemicals Inc. Unico Plastics Inc. 
ty Reviews intenance Schedule 
+ Order Type * Date * Project 
Maintenance 05-24-2021 
4 Shared With Subscription 
+ Delivery Date 
y Payment Request 
© Tags Payment 
Add a tag Customer's Purchase Order 
0 0 FOLLOW 


Address and Contact ~ 
You edited this 


49 minutes ago 


You created this 


49 minutes ago Currency and Price List v 


1. Prerequisites" 
e = Customer 


e Item 


2. How to Create a Maintenance Schedule_ 

1. Go to the Maintenance Schedule, click on New. 

2. Select the Customer and the Items for which maintenance needs to be done. 

3. Set the start and end dates. 

4. Select a Periodicity to set how frequently the visits will happen. The options are "Weekly", "Monthly", "Quarterly", "Half Yearly", 
"Yearly" and "Random". Maintenance Schedule will get generated based on selected Periodicity. Selecting Random will generate 
random dates 

5. The Number of Visits will be set as per the Periodicity selected. Eg: If you selected Weekly and set the whole month between the 
start and dates, 4 visits are ideal. 


6. Select the Sales Person performing the visits. 
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7. Save. 


9. Submit. 


Items 


You edited this 


just now Schedules 
You created this No. 
just now 
1 
2 
3 
4 
5 


to a Sales Person. 


SUPPORT REPORTS 


& Shared With 
+ No. 
® Tags 1 
Add a tag 
Schedule 
0 1?) FOLLOW 


B > Support >» Maintenance Schedule » MAT-MSH-2021-00001 


= MAT-MSH-2021-00001 - suomies 


Consulting Services 


Generate Schedule 


Item Code 


Consulting Services 


Consulting Services 


Consulting Services 


Consulting Services 


Consulting Services 


Consulting Services 


issue priorities, timelines, and more. 


1. First Response Time for Issues_ 


Item Name 


Consulting Services 


Item Name 


Consulting Services 


Consulting Services 


Consulting Services 


Consulting Services 


Consulting Services 


Consulting Services 


To access the First Response Time for Issues report, go to: 


Home > Support > Reports > First Response Time for Issues 


Start Date 


05-24-2021 


Scheduled Date 


06-23-2021 


07-23-2021 


08-22-2021 


09-21-2021 


10-21-2021 


11-20-2021 


8. After saving, click on the Generate Schedule button to generate a Maintenance Schedule. 


Q Search or type a command (Ctrl + G) 


End Date 


05-24-2022 


Sales Person 


Grace Gibson 


Grace Gibson 


Grace Gibson 


Grace Gibson 


Grace Gibson 


Grace Gibson 


Create > 


Periodicity 


Monthly 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


@ Edit 


The Generate Schedule button will generate a separate row for each maintenance activity. Each Item in a Maintenance Schedule is allocated 


When the document is Submitted Calendar events are created for the Sales Person User for each maintenance. 


The various reports in the Support module help understand data on how quickly support staff responded to customer issues, the issue types, 


This report provides a date-wise summary of Average First Response Time for Issues reported during the selected time frame. It will display 


the date and the "Average First Response Time" taken to respond to all the issues created on the respective date. 


G Help» BS 


oo” Cancel 


@ Edit 
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Menu + Refresh 


First Response Time for Issues 


Set Chart Add Chartto Dashboard Create Card 


07/19/2020 08/18/2020 

300 

250 

° 

200 

150 

100 

2020-08-18 2020-08-17 
Date First Response Time 

1 08/18/2020 3m 
2 = 08/17/2020 4m 


2. Issue Summary_ 
This report provides a detailed summary of issues reported based on the filters. You can view the summary based on the following parameters: 
1. Customer 
2. Assigned To 
3. Issue Type 
4. Issue Priority 
For example, if we select the report based on Customer, it will show a list of all the Customers along with the following details for every 
customer based on the filters applied: 
Number of Open, Replied, Resolved, and Closed issues. 
Total Number of Issues raised by that customer. 


Number of Issues for which the SLA has been fulfilled, failed, and ongoing. 


F wWwN FPF 


Average support metrics like Avg First Response Time, Avg Response Time, Avg Resolution Time, Avg User Resolution Time, Avg 
Hold Time. 

The stacked chart shows the number of issues classified by status for each customer. Report Summary shows the total number of Open, 
Replied, Resolved, and Closed issues in the entire report. 

To access the Issue Summary report, go to: 


Home > Support > Reports > Issue Summary 
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B > Support 


3. Issue Analytics" 


1. Customer 
2. Assigned To 
3. Issue Type 
4 


Issue Priority 


B > Support 


To access the Issue Analytics report, go to: 


Home > Support > Reports > Issue Analytics 


Q Search or type a command (Ctrl + G) 


Issue Summary SetChart AddCharttoDashboard CreateCard © 
Frappe Technologies Priva Customer 01/04/2021 31/03/2022 tatu: : ue Priorit 
ner ned To 
Open Replied Resolved Closed 
73 762 276 685 
400 
300 
200 
100 
é E = ee eee Sees ee pea | = — = ae ake it a uu BW. 
@ Open ® Replied @ Resolved @ Closed 
Customer Open _— Replied —_—Resolv... Closed _Total Issues SLAFailed  SLAFulfill.. | SLAOngo... Avg First Response Ti... ‘Avg Response Time 
1 The Addr... 5 2 3 75 85 5 75 5 5h 59m 52s 8h 19m 49s 
2 MARCH W... 3 7 3 10 23 2 12 9 19h 18m 8s 4h 50m 40s 
3 Not Speci... 20 134 55 176 386 67 209 110 10h 35m 58s 10h 21m 9s 
4 EXZONE S... tt) i) 1 0 1 0 1 0 5m 21s 9m 50s 
5 Raid Al Gil. 2 i) 0 0 2 i) 1 1 23h 59m 15s 1d 21m 45s 


This report provides a count of issues according to weekly, monthly, quarterly, and yearly time series based on the following parameters: 


Q Search or type a command (Ctrl + G) 


G Help v é 


Issue Analytics CreateCard  SetChart Add CharttoDashboard G 
Frappe Techn Customer : 01/04/2020 31/03/2021 Monthly Status 
ssue Priority Customer Project Assigned Tc 
60 
60 
40 
20 
o 
Apr 2020 May 2020 Jun 2020 Jul 2020 Aug 2020 Sep 2020 Oct 2020 Nov 2020 Dec 2020 Jan 2021 Feb 2021 Mar 2021 
Customer Apr 2020 + May 2020 Jun 2020 Jul 2020 Aug 2020 Sep 2020 Oct 2020 Nov 2020 Dd 
1 Not Specified 291 221 233 227 241 207 219 180 
o 2 Unimix Equipm... 20 9 1 °O ° 0 O 1 
3 The Technolog... 16 10 5 5 2 6 3 2 
4 Deenaji Fresh F... 15 rs 0 0 fey 0 0 0 
43 tt ot ; 
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1) Create an Email Account: 


out this link 


B Settings Email Account 


Support « Not saved 
Comments 0 Email Addres 
Help support@etl.com 
Assigned To Use Different Email Login 1D 
Assign + 
Attachments 
Attach File + 
Awaiting password 
Tags 
ae Use ASCII encoding for password 


Reviews 


Domain 


Shared With 


Enable Incoming 


Use IMAP 


2) Append to Issue: 


AUTOMATING ISSUE ASSIGNMENTS IN ERP 


heck this to pull emails from your ma 


Modern support automation tools demonstrably improve customer service. Automating the assignment of support issues ensure that every 
issue ticket has been assigned a product expert and the customer seeks resolution to their queries faster. Assignment Rule has been introduced 
in v12 and here's how you can automate your support team's troubles away. 


First, we need to setup an email account that appends the incoming emails received there into the "Issue" DocType of ERP. 


You need to update email domain and setup your support email address in ERP's Email Account. To learn about email setup, please check 


The checkbox, "Enable Incoming" has to be selected to allow emails sent on this email address to be received here. We need to capture them 


in a DocType, which is mentioned under "Appends To". In this case, we want to append all incoming emails to Issue 


Settings + Help~ 9% | 
a<> mene ES 
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[ 


Email Account 


Q Settings Help~ o 


&<> = Menu~ 


Support « Not saved 


You edited this 
22 days ago 


Enable Incoming 


<j-— 


You created this 


ck this to pull emails from your mailbox 


Use IMAP 


Email Server 


e.g. pop.gmail.com / imap.gmail.com 
Use SSL 


Attachment Limit (MB) 


Default Incoming 


e.g. replies@yourcomany.com. All replies will come to this inbox 


c Option 


UNSEEN 


This is a one-time configuration and you won't have to worry about it unless you require to change the password of that email address via 
third party apps. The Issue List will get populated with the emails that are sent here. With the use of Assignment Rules, we can organise the 


customer support team's schedule and ensure timely resolution for all open support tickets. 


3) Setting an Assignment Rule: 


GB > satires 


Assignment Rule Q Settings ~ Help~ 9% G 
New Assignment Rule 1 « Not savea 
Name Dest 
Cus I 


Automatic Assignment 


Document Type 


Priority 


Example: {{ subject }] 


Disabled 


SIGNMENT R 


Assign Condition 
1 


4) Based on the rule defined in step (3), the assignments will be done automatically 


These are done as in when an Issue is created or updated. Check out below GIF to see automation in action when an issue ticket's status 


is updated: 


MAN ENERGY 


- 915 - 


P.O.Box 128448, Dubai, United Arab Emirates 


man.energy 800695 


Comments 


Assigned To 
Assign + 


Attachments 


Attach File + 


Tags 


Add a tag 


Reviews 
+ 
Shared With 


+ 


You edited this 
a few seconds ago 


You created this 
23 minutes ago 


B Settings 


Customer Support Disabled 


B Support 


Issue 


Reports + 
List 
Calendar ~ 


Kanban + 


FILTER BY 
Assigned To~ 
Add Fields + 


Tags+ 


Show tags 


SAVE 


Add Filter 
Subject Status 
Test Hold 


| 20 | 100 500 


Note: If needed, the rule can also be disabled/updated: 


Assignment Rule 


Document Type 
Issue 


Priority 


le) 


Higher priority rule will be applied first 


Disabled 


ASSIGNMENT RULES 


Assign Condition 
1 status == ‘Open’ 


Q Settingsy Help~ Ga 


menu~ —retresn (EE 


Last ModifiedOn + 
Raised By (Email) 1of1 


test@abe.in ISS-2019-00001 gy 


Q Settings ~ Help~ 9 oa 


8<> = Menu~ 


Description 


Automatic Issue Assignment 


Example: {{ subject }} 


Unassign Condition 
1 status == ‘Closed’ 


Similarly, you can automate the Sales process in ERP for assigning leads to your Sales team and ensure more conversion rates!! Thanks for 


reading this article! If you need further assistance with this, please reach our community here 
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